DOCOBEHT SESQtlE 



£D 193 



EC 130 eoe 



AO Taos 

TITLE 

IKSTTTOTION 
SPONS &G£tlCZ 

POB CftTE 

GBANT 

BOTE 



EDBS PSICE 
DESCEIET06S 



IDEKTIFIEBS 
ABSTPACT 



HallSf Glchacd T. : Kna Others 

The Vocational Behavior Checklist. 

Hest Virginia Oniv., Horgantown. fiegional 

Behabilitaticn Besearch and Training Center. 

Rehabilitation services Adainistration (1)HEH)« 

Rashington, D.C. 

79 

16-P-56806/3 
220p. 

nest Virginia rehabilitation Geseaccb and Training 
Center, 509 Allen Hall, west Virginia University, 
Norgantovn, DT 26506 (SS.OO) 

Hf01 Plus Postage. PC Hot Available ixoa BOSS. 
♦Check Listss *Disabilities: *Evalttaticn Kecbods: 

Interpersonal Competence: *Job skills: Vocational 
Adjustient: 'Vocational Behabilitaticn: uork 
Attitudes 

*Tocational Behavior Checklist 



The document addresses vocational slcills--i*hat they 
are and how they can be measured in a training class or on the job. 
It is explained in an introductory chapter that the checklist 
consists of a list of 314 vocatior.ally relevant skill objectives 
specified in terms o£ conditions <antecedents or givecs) , behaviors, 
and standards. The objectives are classified and presented in 
Chapters 2 through B in seven categories: prevocational skills (job 
identification: object discrioincition , sorting, and packing: paper 
folding and collating: tools and their use: housecleaning: food 
preparation: table and dishes: clothing care: child care: and 
academics): job seeking skills (job search, skill identification, and 
eaployer contact) : interview skills (preparation for the interview 
^.nd simulated interviev) : job related skills (travel tc work, the job 
site, and general work rules): vork perforiance, skills (vork station 
behavior, work situations, safety, and work evaluation): on the job 
social skills (interaction with covorkers and interaction with the 
supervisor): and union-financial-security skills (job information and 
benefits: hours and wages: and banking, budgeting, and taxes) • 
Chapter 9 considers use of the checklist in developing individualized 
education prcgrams, and individualized written rehabilitation 
programs. A final chapter presents reliability and validity data. 
Appendixes include skill sumsary sheets covering all objectives, an 
optional data sheet, and a skill objectives profile sheet. (SBB) 
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If you ask ten people what qualities make a successful employee or worker you are likely to get 
a variety of answers, but some will occur several times. Your interviewees are likely to suggest 
sincerity, loyalty, honosty, courtesy, efficiency, a good personality, ability to do the job, and v^ll- 
ingness to do it. But sucS a "boy scout list" can never fully describe the large number of behaviors 
that go together to make a good worker. There are degrees of stnceriiy, and a good personality 
means (Afferent things to different people. 

A more profitat^e approach Is to examine what successful emioyees actually tfo. What are the 
particular skills that workers need? What bsbavlors go together to make up necessvy on<lhe-]ob 
90^1 skills? What behaviors constitute outstanding work performance? 

Many people in a variety of occupations are considered to be vocationally competent. Tliey are 

often characterized by such statements as, "She is a great secretary." "He is an outstanding 
teacher." "He isa hetl*of*a good Hneman." Gut she was not bom a great secretary, and he was not 
bom a good lineman. Their skills were learned. The all«round good employee has learned not only 
the skills for that particular job but also a se! of work performance, social, and job related skills 
that are applicable to the secretary, teacher, and lineman, in other words, there are fundamental 
behaviors that cut across the broad vocational spectrum. 

Various professionals associated with vocational training hdve the need for clear specification 
of vocationally relevant beltmiors. 

The director of a vocation^ training facility will find an obiective means to accountability, cost 
effectiveness, and appropriateness of programs and staffing. 

The program evaluation speci^ist will find an objective means of documenting client or trainee 
progress and, accordingly, effectiveness of training procedures. 

The vocational eraluator will find clear standards (or determining client skills in seven different 
categories of vocational competence: Prevocatlonal Skills, Job Seeking Skills, Interview Skills, 
Job Related Skills, Work Performance Skills, On*The^lob So^l Skills, and Union^inancial* 
Security Skills. 

The counselor who (s responsible for writing IndivkJualized Education Programs and/or In- 
dividuaRzed Written RehatHlitatlon Programs will find ot^ective documentation tOr legislative re- 
quirements as well as a means of goal setting which Is responsive to client needs. 

The work adjustment specialist will find the necessuy social and communication skills which 
must accompany specific work skills. 

The fIrsMine supervisor wrili find specification of a broad range of work skills applicable to a 
wide variety of jobs. 

The prevocational training instructor will find the outline of an ob|ectively specified cunlculum 
fdr prevocationd skills. 

The vocational instructor will find work and work*related skills specified in terms of conditions 
of pwformance, behaviors, and standards for mastwy. 
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Vocational trainees, regardless of whether they are 60 or 16 years old, have some work skills but 
need to leam others. This book is about vocational skills — what they are and how they can be 
mM8ur«d in a training class or on the Job. Before we begin to train people we need to have ctearly< 
stated goals for that training. The vocational ^ill objectives listed in The Vocational Behavior 
Checklist are clearly stated in terms of conditions, i.e.. setting, tools, materials tor performance; 
instructions, behaviors, and standards or criteria for correct performance. If you are interested in 
clearly and carefully specified vocational skills that have been desifined for and used In vocaAional 
training and on-the-job training programs, this book is for you. 



ar.w. 

T.Z. 
T.J.W. 
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WHAT ARE JOB GETTING AND KEEPING SKILLS? 



Anthony Dogood had been enrolled in a federally-sponsored tob tinning program for two weeks. 

He liked it pretty well. He fell he was learning some things, and the people he met there were 
fn'endly. The first three months he was scfieduled for "orientation and prevocational training." So 
far, they had discussed what work means, why people work, and tioweach person in the class felt 
aboul working. They had told about jobs they had worked and how they had felt about those jobs. 

The big guy with one hand missing had descritied his job in a coal mine. He was getti..g good 
disability benefits and wasn't sure that he wanted to t>e "rehabilitated." When Anthony's turn 
came, he told about the time he had ttelped his uncle paint a house. He didn't relate how bad he 
felt when his uncle yelled at him all the time. 

But he was getting a little tired of all this talk. He was anxious to start doing some things with 
refrigerators and air conditioners. TIte teactter said that later they would be trying different kinds 
of iobs to see which one they were best suited to tr^n for. But they would also be spending part of 
the day learning about how to look for a job, how to act in a job Interview, how to relate to people 
on a job, how to handle union and money matters, and some other things besides just how to do 
the Job. The teacher said that lobs are often lost because of other reasons than just the inability to 
do the work. Anthony wasn't sure what all these other things had to do with getting and keeping a 
good Job, but if they were important, he would give them a tiy. 

Th* Rttovant SIclll* PraMem 

What are the skills that Anthony and others in his training program should be learning? What are 
the skills that are relevant to the world of wrork? When is an individual ready to enter that world? 
Historically, the emphasis, number, and type of skills have varied almost as widely as the number 
of federal,' state, and private vocational training programs. Certain common threads or central 
skills have been evident across programs, but curriculum differences are as prevalent as com- 
monalities. 

Cost-effective vocational training programs can't teach everything to everyone. Some people 
will already "have" or "know how to do" some skills. And even if we wanted to teach everything, 
what is everything? That is, how many vocationally relevant skills are there? Are there 50 or 5,000? 
Where can we find a list of these skills so we can dedde which ones are relevant for our students 
or clients? 

Conditions, Behaviors, and Staitdards (CBS) 
Apart from anecdotal or casual observaHon of workers, there have been two types of formal 

observation tools: rating scales and behavior checklists. Rating scales are generally less objec- 
tive than behavior checklists because they do not require direct observation and recording of 
beha^ors. Although rating scales are often based on client or worker behaviors, they rely heavily 
on clinical judgment. For example, a worker m^ be rated by his/her supen/isor on "attitude 
toward work" ori a five-point sc^e from excellent to poor. To give this rating, the supervisor must 
put together a number of behaviors and Impressions of this worker to attempt to make a 
reasonable judgment of this construct of 'Utitude toward work." 

In contrast, a behawor checklist is simply a list of carefully defined behaviors. Although dif- 
ferent formats for behavior checklists exist, the primary concept is that the worker either emits 
the individual behaviors or does not (Waits & Werner, 1977). For example, does the worker "put 
away production in proper stor^e area?" Does the worker "arrive at woric and punch In on time?" 

Carefully defined beliaviors should also include a standard of performance. Suppose the stan- 
dard for these behaviors noted above is, "five consecutive days." The supervisor is required to 
check whether or not a particular worker "put aw^ production In proper storage area on five con- 
secutive days." The supervisor simply ctiecks "yes" or "na" Also, he checks whether the worker 
"anived at work and punched in on time on five consecutive days." A minimum of clinical judg- 
ment is involved since the bBttavlor and standard (or criterion) are deariy stated. 
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Another feature of a carefully defined behavior that Is often implied, but should be stated in a 
good definition, Is the condition of performance. The condition is the setting (including tools and 
materials) or the situation in which the behavior occurs. It is the "given." Fo' example. "Given a 
specified area for storage of production, the worker w!l) put away production in the properstorage 
area on five consecutive days.*' "Given a stated time lor arriving at work, the worker will arrive at 
work and punch in on time on five consecutive days." In The Vocalionat Behavior Checklist, an in- 
struction is included as part of the condition or given for each skill objective. Thus, a condition {or 
given), a behavior, and a standard (or criterion) fully define what is expected of the worker. The 
supervisor is clear about what is required and can check either "yes" or "no." Just as important, it 
is easier tor the worker to understand what is expected and learn to meet these expectations. 

The Vocalion&: Behavior Checklist 

The Vocational Behavior ChtcMist is an extensive list of 344 vocationally relevant skill objec- 
tives carefully specified in terms of conditions (antecedents orgivens). )>ehaviors. and standards. 
These objectives are classified and presented in seven categories fn Chapters 2 through 6. 

The Vocsfrona/ Behavior Cftecft/rsf can be used to: (1) define work and work related skills 
clearly; (2) specify a broad range of work skills applicable to a wide range of jobs: (3) determine 
clear standards for mastery of sMtIs; (4) document ctient or trainee progress and effectiveness of 
training procedures; ^ determine an objective means to accountability, cost-effectiveness, and 
appropriateness of programs and staffing; [6) delermrne an objective means of goal setting and 
documentation for legislative requirements: and (7) outline an objectively specified curriculum 
for prevocationd and vocational skHls. 

Sources and Scope 

Just how cornprehenslve^nd Inclusive is this list of beliaviors (with conditions and standards of 
performance}? 

The objective was to make it as comprehensive and inclusive as possibia In an attempt to deter- 
mine the number of behavior checklists available and In use, an advertisement was placed in 
seveKd periodicals requesting, ". . .behavior checklists used in tabulating behaviors or skills" of 
various populations. The same request was sent to a number of individuals as well as to 6B3 state 
schools and rehabilitation facilities. 

We received more than 200 checklists in return from individuals, facilities, and aining pro 

grams. These lists varfed widely in the extent to which they represented carefully specified and 
observable behaviors. Further, the item formats and scoring requirements differed markedly. In 
addition, while some were concemed with only one or two classes of behavior, others included 
trahaviors in fifteen or more classes. Each of these classes of behavior might contain only a few 
specific behaviors or a hundred or more specific behaviors representative of thst class. Sorr.e 
classes of behaMtor commonly represented in these checklists were: eating, toileting, dressing, 
health, grooming, communication, mobility, dexterilyc vocational, recreational, socialization, 
orientation, motor skill?, self-help, daily living, independence, alcohol or drug use, household, and 
work skills. Of the more than 200 checklists, 1^ of theiTV have been reviewed in an annotated 
bibliography (Walls. Werner, Bacon, and Zane, 1977). 

An Important behavior class in many of these fjefiavior checklists was vocational behaviors. AH 
of the items related to ttie assessment of vocational behaviors were reviewed and evaluated. 
Although these classes of dctlls were sometimes labeled "Pfevocational," "Occupational," 
"Job," or "Work" behaviors, any items associated with employment vttere considered to be in the 
broad "vocational*' classification. Vocational items from 21 checklists (noted in the Ref^'ences 
section) were sorted into seven categories and overiaping or duplicate items eliminated. These 
seven categories arc Prevocational Skil's, Job Seeding Skills, Interview Skills, Job-Befaled Skills, 
Work Performance Skills, On-The-Job Social Skills, and Union-Ftcancial-Security Skills. 
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All of the items that were retained were used to guide the writing of the present behavioral 
definitions (skill objectives) to include conditions of performance, specific behaviors, and 
Standards of performance. )n almost all cases this rewriting and modification was extensive, since 
many of the checklists used only a short phrase to describe each t>enaviorani.'.'ordid not include 
conditions snd/or did not include standards. Further, many gaps were filled by creating 
completely now items. Many new skill objectives were derived from our work with vocational 
rehabilitation clients in sfieltered workshops, deinstitutionalization training, rehabilitation 
facilities, and fiefd-based vocational rehabilitation programs. 

How To Use The Vocational Behavior Checklist 

The chapters that follow provide extensive lists of vocationally relevant skills that are 
behavioraily defined. These lists may be used exactly as stated or they may be modified to suit a 
particular trainee, worker, program, or setting. Particular skills may be selected that are relevant 
for that client or that occupational training program. Particular standards ot performance may be 
modified to reflect more clearly the objectives of the training. However, the behaviors and defini- 
tions should be used substantiatly as stated herein. 



SptcHle Skill Objeetivt Examples 

As specific examples, consider two skill objectives from the Prevocational Skills chapter. 





COPING SAW 40 


CONDITION: 


Given a coping saw and a piece of wood 16 "x 8" x 8" or larger, with a curved 
line 5" long drawn on it. 


INSTRUCTION: 


"Cut along the curved line." 


BEHAVIOR: 


Client will use the coping saw to cut along the curved llne« 


STANDARD: 


Behavior within ten minutes on three of tour occasions. The cut must not 
deviate from the line more than 



Let's return to Anthony. FOr this skill, the instructor or supervisor gives Anthony a coping saw 

and a piece of V*" wood with a curved line 5" long drawn on it. The instructor tells Anthony, "Cut 
along the curved line." Anthony saws on the curve and finisfies in ten minutes. In one section, the 
cut deviates from the line, but the deviation Is less than the limit allowed. So, the instructor 
records the attempt on the Optional Data Sheet (tollowfrg page) as correct on one occasion. The 
Instructor has Anthony try this skill two more times (on that same day or on subsequent days). He 
does well and meets the criteria on each occasion. Thus, he has accomplished this skill (three 
consecutive occasions) without even making the one allowable error. This skill is no problem for 
Anthony. The instructor marks " + " and the date lor the "INITIAL ASSESSMENT" on the Skill 
Summary Chart and marks a " + " in the summary C(riumn. 

Optional Data Sheet 

The Optional Data Sheet Is suggested as a form on which daily training data can be recorded. 

Consistent data collection and record-keeping are essenliaf for showing client progress with 
respect to the skill objectives. The information specified on the Optional Data Sheet meets the 
minimal requirements for accurate daily recordkeeping. This is not to say that this is the only for* 
mat that may be used. Different sellings, different populations, and different programs may re- 
quire other formats and pertiaps additional inlormation. 
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When this data sheet Is used, the comilUott, Instruction, beharior, and sfantfaitf may be copied 
exactly as it appe^ within the chapter in order to prevent confusion on the part of the trainer or 
observer. The numbers along the top of the gild refer to Individual trials (occasions). For any par- 
ticular triat, whenever a response meeting the standard has occurred, a " + " should be placed in 
that trial box. If the response did not meet the required standard on-any occa^n, a " should be 
recorded in the box for that trial- Although 20 boxes are provided in each row, on any given d^ of 
training or assessment, there might be fewer or more than 20 trials. 

Dates areto be written in the margin on the left. Recording of data should begin in trial No. 1 on 
each new ctey of training or assessment or whenever a new observer or trainer begins working with 
the client on this particular skill objective. The "Comments'* column should be used to record 
relevant information concerning training, e.g., any prompts being used for that day. Additional 
blank Optional Datasheets m£V be found in the appendices at the end of the book and in accom* 
panjrtng booklets. 
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OPTIONAL DATA SHEET 



Client'9 Name 
Category 

Skill Obiective No. 
Condition: 

Instruction: 

BetHivlor: 

Standard: 



Anthony Doaood 



Prmvocmtlonal 



Given a coping saw and a piece of wood Wtil 6" x 8" or larjjer with a 
S" curved line drawn on H. 

Xut along the curved line." 

Client will use coping saw to cut along curved line. 

Beha^r within 10 minutes on 3 of 4 occasions. Cut must not deviate 
from line more than 16." 



OCCASIONS 

Date 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 Initials Comments 



8/5/80 










































tz 


Passed in 


^ 














































^ 












































assessment 


^ 
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SKILL SUMMARY CHART 



m SkUIObl*cUw*NMConsMwMlApplleablt 
ffl SMIlOblMltwMattond 



TtlintV Anthony Dogood 



PRE-VOCATIONAL SKILLS 
tnHMAsMMMM Training 

Dal* 



Oat* 



mifUnf 

ilHim T 




SMU ObtMtlw + er - 








EB 
B 


1 


PuthTlnMJob 


GB 


1/4/80 






2 


ran* I ivMMu 


S 


H121W 






m 


3 


^OD KMinmcwion 1 


B 








m 


4 


JOD IQvlllnlCnIun II 


B 


2/2/80 






» 
m 


5 




B 
B 


2/2/80 


2/3/SO 


2/10/80 


6 




2/10^0 






B 


7 


rolor DIterimhttlbin 1 
%«vfvT mawtiiiHiBiiuii • 


B 


2/10^0 






m 


8 


vVIVI VI#^Vf >Vp< 


5 


2/10/60 


2/tO/BO 


2/13/80 


a 


9 


Tawtur* OlterlmlnMian 

IVaIHIV WHWI ■■■■■■ MIIVII 


B 


2/13/80 


2/15/BO 


2/28/80 


e 

m 


10 


■ VAUIIV Wnhl Hill IIBlHil ■ 


B 


3/1(^0 


3/12/80 


3/15/BO 


11 




3/18/80 






m 

B 


12 


Nuts and B«n 


B 


3/21/BO 






13 


Nuisano Doiupm 


B 


3/21^0 


3/25/80 


3/3Q/80 


s 

B 


14 


Color Sortlna 


B 


3/3(V80 


3/34/80 


4/1/60 


1& 


Siz« Sorting 


B 


4/2^0 






e 


16 


Shipt Sorting 


B 


4/2/80 






□ 

B 


17 


Bolt Sorting 


B 


4/2/80 


4/4/80 




16 


Nuts. Bolts, washers 


a 


4/4/ao 


4/5/80 


4/7/80 


B 


19 


Obiaet Packing 


B 


4/13/80 


4AIU80 


4/17/80 


B 


20 


Glass Packing 


fi 


4/19/80 






6 


21 


Tap^ 


B 


4/19/80 


4/20/80 


4/23/80 
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SKIUSUMMARV CHART 



■ Skill Obj«cl)«e Not ContldM«dApp»cabto 
ffi SttillOblwrtlwMastfml 



SuiMMnr 



Tialnec: 



Anthony Dnaoori 



PR&VOCATIONAL SMllS 
InhMAsMffsmwt 



+ or - 



Training 



IMt 
Bagun 



CompMtd 



m 


22 LockfDldina 


B 


4y23Mn 


5/1/80 


5A/80 


9 






B 


5/i;BD 


S/3/80 


5^/80 


□ 






B 


SJSJ60 


5/10/80 




8B 


25 


Short Fold 


B 


5/ 10/80 


5/15/80 


5/25/80 


□ 


26 


Thifd Fold 

■ "W w Villi 


B 


5/25/80 


5/25/80 




□ 


27 


Uttftr 


B 


5/27/80 


5/30/80 






28 


Envalopi 


e 


6/1/80 


6A/80 


6/7/80 


□ 


29 


Stamp 


s 


6/24/80 


7/1/80 




9 


30 


PagM 


B 


7/1/80 


7/3/SO 


7/20/80 


9 


31 


SUpltr 


9 


7/21/80 






■ 


32 


Rubber Bands 


□ 








□ 


33 


Slraigtit Urw 


a 


7/21/80 


7/22/80 




9 


34 


Cunrnj tins 


a 


7/22/80 


7/25/80 


7/30/80 


a 


35 


Tools 1 


B 


8/1/80 


8/2/60 




□ 


36 


Tools 11 


B 


Q/l/BO 


8/2/80 




□ 


37 


Tool Discrlminatfon 1 


a 


8/3/80 


8/4/80 




a 


38 


Tool Diseriminatlon II 


B 


V3/80 


V4/80 




□ 


39 


Wood Rasp 


B 


8/5/80 


8/^80 




9 


40 


Coping Saw 


ffi 


8/5/80 






■ 


41 


Mn«T Box 


□ 








■ 


42 


Hack Saw 


□ 
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SKILL SUMMARY CHART 



■ SMB Ob}M«w Not CoMMtnd Applleablt TrainM: AniiionyOogood 

9 SMI ObfteUm MatMvtd TraiiMiM: 

PRE'VOCATIONAL SKILLS 
MtMAHMMwnt TMnbiQ 

I>*t* Oats 

Summtiy SMUObltellv* •» or - 0*M BfO«n Complttid 



□ 


43 


wood Plant 


□ 


44 


Qiw Hammir 1 


B 


45 


aatt HanwrMr II 


□ 


46 


Vise 


□ 


47 


wrmch 1 


□ 


48 


Wrench II 


B 


49 


Ratchet 1 


BB 


50 


Ratchet 11 


□ 


51 


Brace and Bit 


a 


52 


5cFeiMdriver 


□ 


53 


Utility Knife 


■ 


54 


Pllws 


■ 


99 


Tin Snips 


□ 


56 


Paint Can 


□ 


97 


Staple Gun 


□ 


98 


Pabt Brush 


□ 


59 


Rule 


□ 


60 Sandpipar 


□ 


61 


Lewi 


□ 


62 


Squara 


□ 


63 


Hand Saw 



a 8/7/80 

B 8/7/80 

S 8/7/80 

g 6/10/80 

g 8/10/ao 

g 8/10/80 

g 8/12/80 

g 8/12/80 

g 8/15/80 

g 8/15/80 

e 8/15/ao 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
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SKILL SUMMARY CHART 



■ Skill ObJecUw Not ConstdtmlApplicablt TraiiM«: Anthony doooqh 

S Skill 01t}»cliMMwtti«4 TnliMtts): 

PRE-VOCATIOHAU SKILLS 
InHM AWMnttnt Training 

Data Datt 

Swnnwy 8UR oblacUw -f or - Dalt Btgtin CotnplfM 



□ 6< Hack Saw Blacte □ 

□ 65 Coping Saw Blade Q 

□ 66_Bi! □ 

□ 67 SoclMl □ 

□ 68 Stapte □ 

□ 69 Tool Cteantn^ q 

□ 70 Tool Storage □ 



□ 71 Sandpapw Dbcrtml nattenn 

□ 72 Sandpapf Dlscrlml natjonri 
Q 73 Sandpaper Dlicrinitn atlonn 

□ 74 Sandpaper Dlfcrlmi naUcnn 

□ 7S ftUnt DtoilmlMtiQn | Q 

□ 76 Balnl Dlsalmlnatlon II □ 



□ 77 Oblecl Asiembly I Q 

□ 78 Oblect Assembly , II □ 

□ 7 9 Job Product I □ 

□ 80 Job Product n □ 

a 81 Household Objects □ 

□ 8 2 WIpftw Cloth □ 

□ 8 3 Bedsheefa □ 

□ 8 4 MattfEM □ 
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SKIU SUMMARY CHART 



m Skill O^mHv* Not ComidvmlAppncabl* Tvalntt: Anthony Oogom 

S SUUObjMttvtMasttml TralmKs): JLL: 

PRE-VOCATIONAL SKILLS • 

InHtolAi tmnm i l Trtfning 

Dt'it Dat« 

Summuy Skill OtajMUw + or - Out 8««un Compl«ttd 



□ 85 Unmade Bed Q 

□ 86_Biaai!i □ 

□ 87 MOP and Bucket □ 

□ 88 Floor Wax Q 

□ 89 Vacuum Cleaner □ 

□ 9 0 PwrtRag □ 

□ 91 Bfllhlub □ 

□ 92 Retrlflerator Q 

□ 93 Windows □ 

□ 9 4 Prapt it □ 

□ 9 5 Grocery Ll5t Q 
C 9 6 Grocery Store Q 
Q 9 7 Grocery Bill q 

□ 98 FoodStotaae Q 

□ 9 9 Rofrigerator Itere Q 
P l OOCaMnet Items I Q 

□ 101 Cabinet Items II Q 

□ 1 02 Apron Q 

□ 1 03 Hot Water Q 

□ 1 04 Cold Water □ 

□ 1 05 Stove □ 
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SKH.L SUMMARY CKART 



■ Skill OblMtlW Not COfUMMtdAppttcabto TnlnM: Anthony Doyod. 

9 SMH Objflctlv* Marttml Tninwfi): 



PRE-VOCATIONM. SKILLS 
InMilAttMMMnt TMnlng 

Oit* IM* 



□ 106_UlldMl □ 

□ 107 Twfctttte 

□ lOS S>iic*p»n □ 

□ 109 QtesJiri □ 

□ 110 CinOpmer '□ 

□ 111 Bottit Optnw Q 

□ 112 Food wrap □ 

□ 113_|aSi □ 

□ 114 MMSurinaCup C 

□ 115 Mem irfni^f™*"* □ 

□ 116 , RollingPIn Q 

□ ' □ 

□ 118 RubbtrScrapw Q 

□ 119 Oven I □ 

□ 120 Own H □ 

□ 121 BulchT Knlft □ 

□ 122 FrvtngPan □ 

□ 123 Paring Knif» I □ 

□ 124 Paring Knlft II □ 

□ :25 Sandwich □ 

□ 126 Milk □ 
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SKia SUMMARY CHART 



■ SUHOblwtlMNolCtmsldwvdAppllcaMt TnliiM: Mthony Pogowi 

e 8MU0b|«cttv«MMMi«d Tntimd): 

PRE<VOC ATIONM. SKILLS 

MtMAHTSsiKMit TMnbig 

IMt Dtt* 

SunwiMiy SMH Obfictlw * • Dm ■•sm Complctttf 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



la ? G«rt)>QiBM 

12 8 T«Mt ft»piiatlon 

12 9 Hat-Patta 

13 0 Dlih Removal 

13 1 KrtyPHhwl 

13 2 KrtyDbhwII 

133 Dishwsttr 



13 4 Dithwashin9 _ 
US StwIIng 



13 6 Klichan Cotmier 

13 7 DbhwMher 

13 8 PMiRag 

139 DMiSteregt 



14 0 SWrlnflNwUa 

141 Shirt and Buttont 



142 OrettHtm 



143 Socks 



144 Scrnors 



14 5 Sewing Machine 

14 6 Cloth« «_Sort_ ii y _ 
.47 WuhlngMachiM 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



00 
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SKnX SUMMARY CHART 



M SkiUObiwttMNotComtdtmlAppllubit TiainM: Anihwivoogood 

BB SkinObjKtiwMntorad TnlfMi(s): T^- 

PRE-VOCATIONAL SKILLS 

InMilAtMMiMnI Tralring 

Oila Dtl« 

SumrMiy Sun ObtMttw + or - DM* Bfg«n ComplitM 



□ 14 8 DfVflr I □ 

□ 14 9 Dfv<f H □ 

□ IS O CtothMlIn* □ 

□ IS l CtethM Rwiowl a 

□ 15 2 Clothes Foldlii9 □ 
D 1S 3 Shirt Hangers q 

□ 15 4 Ctothw Dreaw Q 

□ 15 5 Ironing Board Q 

□ 15 6 Electric Iron p 

Q 15 7 Ironing Board Sto rage q 

Q 1S 8 Child Bathing q 

□ 15 9 Diapers I □ 

□ 16 0 Diaptn It □ 

□ 16 1 Child Dreiitng □ 

□ 16 2 H>ir COB * □ 

□ 16 3 Chid Feeding q 

□ 16 4W»ypenl q 

□ 16 S Playpen II □ 

□ 16 6 Playground □ 

□ 16 7 Injury □ 

Q 168 Numbert Q 
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SKIU SUMMARY CHART 



■ SUIlOtoiteUwNolComMMvdApplMt* 
BB SMHObltetlwMaMmd 



TnUlM: Anthony DoQooO 
TfiliMi(s): .1^: 



PRE-VOCATIONAL SKILLS 

taNW jiiHiiimiit 



Tnlning 



Swwiwy 



SkW ObJtcllM 



+ or - 



DM* 



Dll* 
Begun 



Out 
CompMtd 



□ 169 
D 170 

□ 171 

□ 172 
Q "3 

□ 174 

□ 175 

□ 176 

□ 177 

□ 178 

a 179 

■ ISO 

■ 181 

■ 182 

■ 1B3 

□ IM 

■ 

□ 186 

□ 187 

D 188 

□ 189 



Pictui* Groups I □ 
Plctuw Groups II O 



Numtxra Wntttn II q 



FUth Cirdi - Numbttt q 



Adoitkm I 



Addltldn It 



Addition 111 




Subtraction III 
Multimieitlon I 

Multlpircatlon II 
DivltionI 
OMtfon II 



Money 



Chang* 



Alpha btt 



□ 
□ 
□ 
□ 
□ 
□ 
□ 

□ 
□ 
□ 
□ 
□ 



Flash Cafdi - Alttft3 bel □ 
AlphaUt'WmtenI Q 
Alphabet Written II a 
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SKILL SUMMARY CHART 



■ SUUOblMltwNDtContMfraflAppllMbIt Trainet: Anmonv ooaoorf 

e SUItOb|»cttwMm«ra« TralimW: .1^, 

Pft&VOC ATION AL SKILLS 
MIHii Ammmm Tktlnins 

Data Dila 

SvRHMfy Shut Objtcitv* + or - Dit* Baflun Complatcd 



□ 190 Namt and Addresi □ 

□ 191 StQMl □ 

□ 192 Signs II □ 

□ 193 Alphalxtliing □ 
Q 194 Clock □ 

□ □ 

□ □ 

□ □ 

□ [? 

□ □ 

□ □ 

a □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ a 

□ □ 
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Th* Skill Summary Chart 

The $HUl Summary Chart is to be used as an overall recoid of all skill objectives achieved by the 
cfient in all seven categories. The skills maslered by the client In initial assessment and In train- 
ing, as well as the date the skill was demonstrated or comf^eted are entered on the Skill Summary 
Chart. As you can see from Anthony's Skill Summary Chart, to date, he has mastered sK..is 1, 2, 3, 
4,5.6. 7,8.9. 10. 11. -JJ, 13. 14, 15. 16.18. 19,20.21,22,23, 25, 28. 30, 31, 34,40.45, 49. and 50 In the 
prevocational area. He wilt have a chance to master more skills as the prevocational training con- 
tinues. The training s^all has has decided that skills 32. 41. 42. 54. 55. ISO, tet, 162. 183, and tes are 
not rfflevant to this client's needs (or th« needs of this client group or this iato tr^ning program) 
and hM deleted these on the Skill Summary Chart, in the summary column. 

As may be seen from :he SMIl Summary Chart for Prevocational ^lls. some ^Ills such as 
numbers 1,2, and 3, were mastered in initial assessment. That is, no training was necessary since 
Anthony completed them successfully during pretraining assessment. Other skills such as 19, 28, 
and 30 were not passed In Initial assessment and thus required training. The date traiiUng was 
begun and the date training was completed (the skill was mastered) were recorded. The summary 
column provides a concise view of the skill (^ctlves mastered in either (a) Jniltal assessment or 
(b) training and so summarizes Anthony's progress to date In Prevocational Skills. Other blank 
Skill Summary Charts for Job Seeking Skills, Inlerview Skills, Job Related Skills, Work Perfor- 
mance Skills. On*the>Job Social Skills, and Unlon-Financiai-Security Skills are found in their 
respective chapters, in the Appendices at the end of the book, and In accompanying bo<^let% 

The SkUl ObleeUves Piofll* 

The Skill Objectives Profile (following page) allows for a qul^ survey cf client progress In ^1 
seven skill categories. The percent of skill objectives that have been mastered in each category is 
indicated by this profile. By looking at this form, onedoes not learn wliich specific skill objectives 
have been accomplished (The Skill Summary Chart Is provfded for that purpose), but rather one 
obtains an overall view of total cPent progress. 



The profile Is cotiatructed by dividing the numtier of skill ob)ectlves mastered In a category by 
the total number of skill objectives considered applicable to the client in that category, multiplied 
by 100. For example. It Anthony has mastered 31 of the Prevocational Skill Objectives and of the 
194 objectives In that category only 184 are applicable to the client, the computation and graphic 
representation is as f(4lows: 



Skill Objectives Mastered 

Total skill objectives 
considered applicable 



31/184x100 = 17% 



100% □ 
00% □ 
80% □ 

70% O 
60% □ 

50%a 

40% D 
30% □ 
20% 

10%' 
0% 



LJ 

I 



Additional tUank Skill Objectives Profile sheets mat be found In the Af^ndix at the end of the 
book and in accompan^ng bO(Alets. 
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% of Skill Objectives Mastered 



^ ^ 3^ 3^ 3S 39 

PREVOCATIONAL □□□□□□□□□□□ 



JOB SEEKING □□□□□□□□□□□ 



00000000000 

a? 3? a« 3? # S9 39 a? 

INTERVIEW □□□□□□□□□□a 



JOB RELATED □□□□□□□□□□□ 



WORK PERFORMANCE 



# # ge ^ «^ # # !^ # 



00000000000 



J J ^ 
tf- 5- S< 



ON<THE-JOB SOCIAL □□□□□□□□□□□ 



UNION.RNANCIAL. §1111111111 
SECURITY □□□□□□□□□□□ 
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ENVELOPE 28 



CONDmON: 



Given a business envelope with a folded letter Inside. 



INSTRUCTION: 



"Seal the envelope. 



BEHAVIOR: 



.Client will moisten the glued flap of the envelope with tongue, wet sponge, or 
wet cloth and press the flap in place. 



STANDARD: 



Behavior within 3G seconds on Ihree of four occasions. The envelope must 
stiil be sealed when inspected one minute later. 



For tMs task the Instructor or supervisor lays a business envelope with a folded letter Inside it 

on the table in front of Anthony. The instructor tells Anthony, "Seal the envelope." Anthony folds 
the flap inside the envelope. He does this twice. The Instructor records two unsuccessful at* 
tempts on the Optional Data Sheet, marks " and the date for the INITIAL ASSESSMSIT. and 
records "Date Begun" on the Skill Summary Chart. The instructor works with Anthony a little each 
day to teach him how to seal envelopes. Within a week Anthony can correctly moisten the glued 
flap of the envelope with his tongue, wet sponge, or wet cloth, and press the flap In place, all 
within 30 seconds. He does this on three of four occassions. The instructor then writes the "Date 
Completed" on the Skill Summery Chart and marks a " + " in the summary column. 

Criteria Referenced Rather than Nonrn Refeienced 

In general, these examples Illustrate one use of this checklist. However, a staff member may 
delete Items without doing violence to any global score d vocational competence. Thus, there fs 
not a norm*referenced "vocational quotient." Rather, the construction and use of these behavior 
definitions reflect a criterion retereocea rationale. Does the client or worker emit these skills or 
not? One may wish to simply count the behaviors accomplished and Indicate that Anthony hasac* 
complished 31 skills to this point in time. There is no standardized weighting to indicate, for exam- 
ple, that skill obiective number 35 Is any more or less valuable than skill objective number 18. And 
there is little reason to suppose that every t)ehavior will be relevant to every client, trtfnee, or 
worker in every setting. 

Additional Uanks for other vocational skin objectives are provkled at the end of each section. 
These blanks allow for other skin objectives to be written for a given client, training program, or 
setting. For example, the staff may determine that Anthony needslhe separate skill of telling time 
from a wrist watch with Roman numerals on the dial. Tbey should write this additional skill objec- 
tive by carefully specifying M the condition and instruction, (fa^ the behavior, and {cH the stan- 
dard. 

Other modifications may need to be consWered for trainees with special needs or handicaps. 
For example, in identifying letters of the alphabet, a blind client would require cards with braille 
instead of printed letters. 

In considering how often a worker or trainee should be assessed, again the recommendation is 
flexible. Assessment should be made "as often as necessary" to maintain a clear view of the 
worker's competence. Once the standards for a skill such as sorting nuts and bolts have been met 
by a client or trainee, resassessment is usually not required. However, fora skill such as arriving at 
wori( on time periodic reassessment may be required. 

The Vocational Behavior CftecW/s/ Is designed to provide a flexible and extensive guide to voca- 
tional competence and training. Client or trainee skills are the focus. A broad range of vocational 
or occupational skills are carefully specified so that vocational preparation may be unambiguous- 
ly assessed and individually planned. Tbe authors would appreciate recei\ring a copy of any adap- 
tations of cunent skill objectives or the additloct of new ones. 
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Summary 

1. Job trainees should not be retaught skills they already have. 

2. Rating scales are generally less objective and involve more clinical judgment than behavior 
checklists. 

3. Skills or vocational behaviors should be carefully defined to include (a) conditions of perfor- 
mance (setting, mateiials and/or tools), (b) specific behaviors, and (c) standarels of perfor- 
mance (criterion of success). 

4. One hundred sixty-six behavior checklists that are being used In a wide variety of training 
programs were examined to determine behaviors considered relevant to successful voca- 
tional functioning. 

5. The checklists of vocational behaviors in Chapters 2 through 6 were written to allow accurate 
behavioral assessment of Prevocatlona) Skills, Job Seeking Skills, interview Skills, Job 
Related Skills, Work Performance Skills, On-The-Job Social Skills, and Union-Financiat- 
Securlty Skills. 

6. The selection of skills to be assessed may be adjusted to suit the type of training and the 
Individual needs of the woilt'er or trainee. 

7. Th9 Vocational Behavior Checklist is criterion-referenced (specific behavioral competencies) 
rather than norm-referenced (scores compared to those of a norm group). 

8. In some Instances, a single assessment of a skill objective may be sufficient, but in ottier 
cases, periodic assessment of client, trainee, or worker skills is deslnable. 
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PREVOCATIONAL SKILLS 



Prevocational training is usually designed to help the least vocationally mature individuals ac- 
quire basic sitills about the need for work, what a "job" is, and the trainee's own vocational in- 
terests and potential. Also, prevocational curricula often include pre-work or generally applicable 
skills such as folding, molding, sorting, naming tools, functional reading and math, and the like. 

Prevocational training includes both verbal and motor skills that relate to the world of work. 
Some verbal behaviors require a single word or naming response, such as stating "wrench" when 
the instructor points to a wrench. Other verba! behaviors are more complex requiring explanation 
of a work concept. Differing motor behaviors are also evident One skill simply requires folding a 
piece of paper in half, while another requires sorting and friacing two bolts, two nuts, and two 
washers in each sack. 

As described in Chapter 1, skill objectives may be modified to suit the client, training program, 
or setting. Modifications mey be made in one or more of the following ways: 

1. Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives that be needed. These should be written in the same format 
as the ones included here. Some blank forms at the end of the chapter are provided for that 

■ purpose. 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, and/or(c) standardstosuitaclient with paiticularneedsorhandtcappino con- 
ditfons or to better suit the purpose of training. 

For example, with a blind client, the objective that requires looking at a picture and naming the 
Job illustrated would be deleted (1) as not appropriate. A new skill objective might be added (2) in 
which the client feels a tool and then names the job in which it is used. For the item In which a 
client must cut paper with scissors along a straight line, the condition, behavior, and standard 
might be modified ^ to require cutting along a fold In the paper rather than a line. 

intended use of the prevocational skill objectives is provided by the following illustration. 



QUSS PACKING 20 



CONOITtON: 



Given a cardboard carton, newspaper, and ten drinking glasses. 



INSTRUCTION: 



"I 



'Pack the glasses in the carton.' 



BEHAVIOR: 



Client will wrap the glasses in newspaper and pack them in the carton, using 
crumpled newspaper. 



STANDARD: 



Behavior within 15 minutes on three of four occasions. Each glass must be 
completely wrapped in newspaper, and crumpled newspaper should be stuff- 
ed in tfie carton so that the glasses will not move if the carton is tilted. 



3i 
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An INITIAL ASSESSMENT of "— " on the SWIl SummaTy Chart indicates that the instructor 
presented the carton, glasses, newspaper, and verbal instruction to the client on at least two occa- 
sions and that the client failed to meet the standard on at least two attempts. This means that on a 
minimum of two of the four occasions, the client attempted to pack the glasses in the carton, but 
when the instructor tilted the carton, the glasses moved. When training for this (Elective begins, 
the date is entered under "Date Begun." When the client demonstrates mastery of the skill (on 
three of four occasions), the date is entered under "Date Completed" on the Skill Summary Chart, 
and a "+ " Is entered in the summafy column. If the trainee had demonstrated mastery of the skill 
in initial assessment, the instructor would have marked " + " under "INITIAL ASSESSMENT' and 
entered the dale. 
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PRE-VOCATIONAL SKILLS INDEX 



1. Full>Tline Job 

2. Part-Time Job 

3. Job Identification I • 

4. Job Identification II 

5. Occupations 

6. Reasons 

7. Color Disciimi nation I 
6. Color Discrimination II 

9. Texture Discrimination I 

10. Texture Discrimination II 

11. Pinuer Grasp 

12. Nuts and Bolts 

13. Nuts and Bolts: Size 

14. Color Sorting 

15. Size Sorting 

16. Shape Sorting 

17. Bolt Sorting 

18. Nuts, Bolts, Washers 

19. Object Packing 

20. Glass Paclcing 

21. Taping 

22. Lockfolding 



23. String 

24. Long Fold 

25. Short Fok) 

26. Third Fold 

27. Letter 

28. Envelope 

29. Stamp 

30. Pages 

31. Stapler 

32. Rubber Band 

33. Straight Une 

34. Curved Une 

35. Tools I 

36. Tools II 

37. Tool Discrimination I 

38. Tool Discrimination II 

39. Woodnasp 

40. Coping Saw 

41. Miter Box 

42. Hack Saw 

43. WoodPlme 

44. Claw Hammer I 



45. Claw Hammer II 

46. Vise 

47. Wrench I 

48. Wrench II 

49. Ratchet I 

50. Ratchet 11 

51. Brace and Bit 

52. Screwdriver 

53. Utility Knife 

54. Pliers 

55. Tin Snips 

56. Paint Can 

57. Staple Gun 

58. Paint Brush 

59. Rule 

60. Sandpaper 

61. Level 

62. Square 

63. Hand Saw 

64. Hack Saw Blade 

65. Coping .Saw Blade 

66. Bit 



67. Socket 

68. Staples 

69. Tool Cleaning 

70. Tool Storage 

71. Sandpaper Discrimination I 

72. Sandpaper Discrimination II 

73. Sandpaper Discrimination III 

74. Sandpaper Discrimlnaiton IV 

75. Paint Discrimination I 

76. Paint Discrimination II 

77. Object Assembly I 

78. Object Assembly II 

79. Job Product I 
60. Job Product II 

81. Household Objects 

62. Wiping Cloth 

83. Bed Sheets 

84. Mattress 

65. Unmade Bed 

86. Broom 

87. Mop and Bucket 

88. Floor Wax 



89. Vacuum Cleaner 

90. Oust Rag 

91. Bathtub 

92. Refrigerator 

93. Windows 

94. Drapes 

95. Grocery Ust 

96. Grocery Store 

97. Grocery Bill 

98. Food Storage 

99. Refrigerator Hems 

100. Cabinet Items I 

101. Cabinet Items II 

102. Apron 

103. Hot Water 

104. Cold Water 

105. Stove 

106. Matches 

107. Teakettle 
106. Saucepan 

109. Glass Jars 

110. Can Opener 
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111. BoUle Opener 

112. Food Wrap 

113. Egg 

M4. Measuring Cup 

115. Measuring Spoorts 

116. RollinQ Pin 

117. Mixer 

118. Rubber Scraper 

119. Oven I 

120. Oven II 

121. Butcher Knife 

122. Frving Pan 

123. Taring Knife I 

124. Paring Knife il 

125. Sandwich 

126. Miik 

127. Garbage Bag 

128. Table Preparation 

129. Hot-Pads 

130. Dish Removai 

131. Dirty Dishes i 

132. Dirty Dishes il 



133. Dishwater 

134. Dishwashing 

135. Sterling 

136. Kitchen Counter 

137. Dishwasher 

138. Dish Rag 

139. Dish Storage 
140» Sewing Needle 

141. Shirt and Buttons 

142. Dress Hem 

143. Socits 

144. Sclss(»^ 

145. Sewing Machine 

146. Clothes Sorting 

147. Washing Machine 

148. Dryer I 

149. Dryer II 

150. Clothesline 

151. Clothes Removal 

152. Clothes Folding 

153. Shirt Hangers 

154. Clothes Dresser 



155. Ironing Board 

156. Electric Iron 

157. Ironing Board Storage 

158. Child Bathing 

159. Diapers I 

160. Diapers II 

161. Child Dressing 

162. HairComt) 

163. Child Feeding 

164. Playpen i 

165. Playpen II 

166. Playground 

167. Injury 

168. Numbers 

169. Picture Groups i 

170. Picture Groups 11 

171. Numbeis Written I 

172. Numbers Written II 

173. Flash CardS'Numbers 

174. Addition 1 

175. Addition II 

176. Addition ill 



177. Subtraction I 

178. Subtraction 11 

179. Subtraction III 

180. Multiplication t 

181. Multiplication it 

182. Division I 

183. Division II 

184. Money 

185. Change 

186. Alphabet 

187. Rash Cards- Alphabet 

188. Alphabet Written i 

189. Alphabet Written ii 

190. Name and Address 

191. Signs I 

192. Signs II 

193. Alphabetizing 

194. Clocic 
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FULL-TIME JOB 1 


CONDITION: 


Given only the verbal instnictnn. 


INSTRUCTION: 


"What is a full-time Job?" 


BEHAVIOR: 


Client will state In his/her own words that a fulHIme job is paid employment 
or woric for approximately 40 hours per weelt or five 8-hour days of work per 
week. 


STANDARD: 


Behavior within one minute on three of foi" occasions. The concepts of paid 
work and fulhtlme approximately 40 hoij: . per weelO must be stated. 




PART-TIME JOB 2 




Given only the verbm Instruction. 


INSTRUCTION: 


"What is a part-time [ob?" 


BEHAVIOR: 


Client wll) state in his/her own words that a part-time job is paid employment 
or work for less than 40 hours per week or less than five 8-hour days. 


STANDARD: 


Behavior within one minute on three of four occasions. The concepts of paid 
work and part-time (less than 40 hours per week) must be stated. 




JOB IDENTIFICATION 1 3 


CONDITION: 


Given ten pictures of persons working at identifiable Jobs placed in a random 
order. 


INSTRUCTION: 


Point to the (name of jw or oct^patfon).' 


BEHAVIOR; 


Client will point to the picture representing the Job or occupation named. 


STANDARD: 


All ten pictures must be pointed to correctly, each within 30 seconds, on three 
of four occasions. 




JOB IDENTIFICATION II 4 


CONDITION: 


Given ten pictures of persons woritlng as identifiable Jobs placed in a random 
order. 


INSTRUCTION: 


"What Job or occupation Is this (Instructor points)? 


BEHAVIOR: 


Client will name the job or occupation in the picture pointed to. 


STANDARD: 


All ten pictures must be named correctly, each within 30 seconds, on three oi 

four occasions. 
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OCCUPATIONS 5 


CONDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Name ten jobs or occupations that people work at" 


BEHAVIOR: 


Client will name any ten jobs or occupations. 


STANDARD: 


Behavior within two minutes on three of four occasions. Any ten jobs or oc* 
cupallons must be named. 




REASONS 6 


COilDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Why do people work at a job or occupatton?" 


BEHAVIOR; 


Client will state in his/her own words that people work to make money to buy 
things and to feel good about doing a job well. 


STANDARD: 


Behavior within one minute on three of four occasions. The concepts of earn- 
ing money to buy things and satisfaction of dt^ng a Job well must be stated. . 




COLOR DISCRIMINATION 1 7 


CONDITION: 


Given eight objects, each object colored either red, green, blue, yellow, white, 
black, brown, or grey, placed in a random order. 


INSTRUCTION: 


"Point to the (name of color) one." 


BEHAVIOR: 


Client will point to the color named. 


STANDARD: 


All eight colors must be pointed to correctly, each witfiin 30 seconds, on three 
of four occasions. 




COLOR DISCRIMINATION II 8 


CONDITION: 


Given eight objects, each obieci colored either red, green, blue, yellow, white, 
black brown, or grey, placed on a table in a random order. 


INSTRUCTION: 


"What color is this (point to an object)?" 


BEHAVIOR: 


Client will name the color pointed ta 


STANDARD: 


All eight colors must be named correctly, each within 30 seconds, on three of 
four occasions. 
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TEXTURE DISCRIMINATION 1 9 


CONDITION: 


Given six objects, each object with a texture of either rough, smooth, wet, dry, 
hutl. or soft. 0 laced in a random order. 


INSTRUCTION: 


"PfrinI to the fname of tevturel one ** 


BEHAVIOR: 


Client will point to the object with the texture named. 


STANDARD: 


All six textures must be pointed to correctly, each within 30 seconds, on three 
of tour occasions. 




TEXTURE DISCRIMINATION II 10 


CONDITION: 


Given six objects, each object with a texture of either rough, smooth, wet, dry, 
hard or soft olaced in a random order. 


INSTRUCTION- 


"What texture is this looinl to an obiectl?" 


BEHAVIOR: 


Client will name the texture of the object pointed ta 


STANDARD: 


All six textures must be named correctly, each within 30 seconds, on three of 
four occasions. 




PINCER GRASP 11 


CONDITION: 


Qiven ten 1&" nuts on a table and a container. 


INSTRUCTION' 


"Put the nuts in the container oickino them uo one at a time." 


BEHAVIOR: 


Client will use a pinoer grasp to put the nuts into (he cont»ner. 


STANDARD: 


Behavior within orte minute on three of fOur occasions. The nuts must be piclc- 
ed up with a pincer grasp, one ai a time. 




NUTS AND BOLTS 12 


CONDITION: 


Qiven ten W nuts and ten V4" bolts mixed together. 


INSTRUCTION* 


"Pill OM niii on each bolt " 


BEHAVIOR: 


Client will turn one nut on each bolt. 


STANDARD: 


AM ten nuts must be placed on Ihe bolts, one nut to a bolt, each within two 
minutes, on three oi lour occasions. The nuts must stay on the bolts when 
picked up. 
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NUTS AND BOLTS; SIZE 13 


. CONDITION: 


Given ten nuts, ten Vt" bolts, ten Vi" nuts, and ten V^" bolts, mixed 
together on a table and four containeis. 


INSTRUCTION: 


"Sort the nuts and bolts by size into the four containers." 


BEHAVIOR: 


Client will sort the nuts and bolts by size into four containers. 


8TAKDARD: 


Behavior within five minutes on three of four occasions. The two sizes of nuts 
must be put mto two containers and the two sizes of bolts must be put into 
the other two containers with no errors. 




COLOR SORTING 14 


CONDITION: 


Given ten obiecis of one color, ten objects of a second color, and ten objects 
of a third color (ail of various shapes and sizes mixed together), and three con- 
tainers. 


INSTRUCTION: 


"Sort the objects by color into three containers." 


BEHAVIOR: 


Client will sort the objects by color into the three containers. 


STANDARD: 


Behavior within five minutes on three ol four occasions. The three ditferent 
colors must be sorted into the three containers with no «rrors. 




SIZE SORTING 15 


CONDITION: 


Given tS objects of one size and 15 objects of a second size (all of various 
shapes and colors mixed together), and two containers. 


INSTRUCTION: 


"Sort the objects by size into the two containers." 


BEHAVIOR: 


Client will sort the objects by size into the two containers. 


STANDARD: 


Behavior witttin five minutes on three ol four occasions. The two different 
sizes must be sorted into the two containers with no errors. 




SHAPE SORTING 16 


CONDITION: 


Given ten objects of one shape, ten objects of a second shape, and ten ob- 
jects of a third shape (all of various colors and sizes mixed together), and 
three containers. 


INSTRUCTION: 


"Sort the ot^cts by shape into the three cont^ners." 


BEHAVIOR: 


Client will sort the objects by shape Into the three containers. 


STANDARD 


Behavior within five rranutes on three of four occa^ons. The three different 
shapes must be sorted into the three containers with no errors. 
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BOLT SORTING 17 


CONDITION: 


Given ten Vi" long bolts, ten %" long bolts, ten 1" long bolts mixed together 
on a table, and three sacks. 


INSTRUCTION: 


"Put five short bolts in one sack, five medium*sized bolts In another sack, and 
five long bolts in a third sack." 


BEHAVIOR: 


Client will count and place 15 bolts of the lengths Indicated in the three dif< 
ferent sacks. 


STANDARD: 


Behavior within five minutes on three ot four occasions. Five of eafih length of 
bolt must be placed in the sacks (only bolts of one length In eash sadO. 




NUTS, BOLTS, WASHERS 16 


CONDITION: 


Given ten Vi" bolts, ten W washers, ten Vi" nuts, ml-ced together, and five 
sacks. 


INSTRUCTION: 


"Put two bolts, two washers, and two nuts In each sack." 


behavior: 


Client will place two bolts, two washers, and hvo nuts In each sack. 


STANDARD: 


Behavior within four minutes on three of four occasions. Two bolts, two 
washers, and two nuts must be In each sack. 




OBJECT PACKING 19 


CONDITION: 


Given a nrunlmum of ten slnillar objects to be placed In a cardbcard carton 
wNch IS divided Into the same number of compartments. 


INSTRUCTION: 


"Put on* of these into each compartment." 


BEHAVIOR: 


Client will place one object in each compartment. 


STANDARD: 


Behavior within two minutes on three of four occasions. One object must be 
placed in each compartment of the carton. 




GLASS PACKING 20 


CONDITION: 


Given a cardt)oard carton, newspaper, and ten drinking glasses. 


INSTRUCTION: 


"Pack the glasses In the carton." 


BEHAVIOR: 


Client will wrap the glasses In newspaper and pack them In the carton using 
crumpled newspaper. 


STANDARD: 


Behavior within 15 minutes on three of four occastons. Each glass must be 
comptetety wrapped in newspaper, and crumpled newspaper should be stuff- 
ed in the carton so that the glasses wilJ not move if the carton Is tilted. 
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TAPING 21 


CONDITION.- 


Given a oacked cardboaid cvlon. wefuhlm thiee Doufxls or morfi and tana. 


INSTRUCnON*. 


"Closfi and tans the carton shut." 


BEHAVIOR: 


Client will close and tape the carton shut. 


STANDARD; 


Behavior within five minutes on tivse of four occasions. The carton must 
remain closed when turned upside down and shaken. 




LOCKFCLOING 22 


CONOmON: 


Given a Cdrdboard carton with ftans that can be lock^olded at the too 


INSTRUCTION: 


"Lockfbid the ton of the carton.*' 


BEHAVIOR: 


Client vrill lockfold the top of the certon. 


STANDARD: 


behavior within two minutes on three at tour occasions. The carton must 
reraaln closed when the carton is turned upside down. 




STRING 23 


CONOmON: 


Given a wraoDed oacksae and slrino or twine. 


INSTRUCTION: 


'Tie the package with string." 


BEHAVtOfh 


Client will tie the package with string. 


STANDARD: 


Behavior within five minutes on three of four occasions. String must be wrap- 
ped around the package on ail four sides and be tied so that the string Is not 

more than four inches above the package when picked up by the knot. 




LONG FOLD 24 


CONDITION: 


Given a sheet of paper x 11". 


INSTRUCTION: 


"Fold the paper In half, the long way." 


BEHAVIOR: 


Client will told the paper so that the 1 1" edges are together. 


STANDARD: 


Behavior within 30 seconds on three of four occasions. The 11" edges must 
not deviate from each other more than Vt", and the paper must be creased 
along its entire tength. 
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SHORT FOLD 25 



CONDITION: 
INSTRUCTION: 
BEHAVIOR: 
STANDARD: 



Given a she?! of paperBVi" x 11". 

"Fold the paper in half, the short way." 

Client will fold the paper so that the edges are together. 

Behavior within 30 seconds on three of four occasions. The 8V2" edges must 
not deviate from each other rnore than V4" and the paper must be creased 
along Its entire width. 



THIRD FOLD 26 



CONDITION: 
INSTRUCTION; 
BEHAVIOR: 
STANDARD: 



Given a sheet of paperaV2 ' x 11". 

"Fold the paper in thirds so it vrill flt in a business env^ope." 
Client will fold the paper In thirds (two folds). 

Behavior within one minute on three of four occasions. The paper must be 
folded only into thirds and must be able to fit into a business envelope so that 
the flap can be closed. 



LETTER 27 



CONDITION: 

INSTRUCTION: 
BEHAVIOR: 

STANDARD: 



Given a typewritten letter on a sheet of paper x 11", and a business 
envelope. 

"Fold the letter and put It In the envelope." 

Client will fold the paper into thirds and put It in the envelope. 

Behavior within one minute on three of four occasions. The top third of the let- 
ter must be folded over the bottom third, so that the contents of the letter are 
not visible. The folded letter must fit into the business envelope so that the 
flap can be closed and must be placed in the envelope so that when removed 
and opened, the letter is in the proper position to be read. 



ENVELOPE 28 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 

STANDARD: 



Given a business envelope with a folded letter inside. 
"Seal the envelope." 

Client will moisten the glued flap of the envelope with tongue, wet sponge, or 
wet cloth and press the flap in place. 

Behavior within 30 seconds on three of four occasions. The envelope must 
still be sealed when inspected one minute later. 
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STAMP 29 




AhiAn a nnfttaoA fttamn anH a fiAaloH ^IHra^tttDH hii4tlnA4t4t AnvAlAnA 
vivvii a }A^9va^ff 9iani|/ wia <i 9vaiVui 9oai<i«9VQ ouQinvov 


INSTRUCTION: 


"Put the stamp on the envelope." 


BEHAVIOR: 


Client will moisten the glued side of the stamp with tongue, wet sponge, or 
wet cloth and press fhe stamp in place. 


STANDARD: 


Behavior within 30 seconds on three of four occasions. The stamp must be 
within ^" ot the upper-right comer of the envelope and must stay on when 

the envelope is shaken upside down. 




PAGES 30 


CONDITION: 


Qlven four ditterent typewritten pages 8Vi" x 11 " (nunAered 1,2, 3. and 4) writh 

fiua mniAA nf ftanh nanA in fniir riiffAmni ^tariks 


IHfiTllltrTfOlil* 


"RnliatA the naaas " 


BEHAVIOR: 


Client will collata the five copies (with fbur pages In each). 


STANDARD: 


Behavior within two minutes on three of four occasions. There must be live 
copies, each containing the fOur different pages in correct order. 




STAPLER 31 


CONDITION: 


Qiven five, fcur-page boolileis &W x 11" on a table, collated but not stapled, 

anH an nff«f*a fttaAlAr AAntatninn fttanlAft 
fUlU oil vii vO v&a|jioi wiiioiiiiiiy via|i<ov< 


INSTRUCTION: 


"Staple the booklets here." (Instnictw points to the upper left comer}. 


BEHAVIOR: 


Client will s taple the bodtlets with a single staple In the upper left comer of 

each booklet. 


STANDARD* 


Beh;iviQr within two mtnules on three ol four occasions. Each Staole must be 
within one inch of the upper left comer and the booklet must not fall apart 
when picked up by one page. 




RUBBER BANDS 32 




Riuon a riark nf ^ ^" v 'i" inrlAv Mrris smi assortfiri rtihhAr hands In a box 


ins 1 nu 1 1 wN* 


Put a riihhAr hanH armmrl tfiMA carHs <tn thM rinn*t faU anart 


behavior: 


Client will put a rutAier bana around the cards. 


STANDARD: 


Behavior within 30 seconds on three of rour occasions. The deck must not fall 
apart when picked up by one card. 
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STRAIGHT LINE 33 1 


1 CONDITION; 


Given scissors or a knife and a piece of material (that can t)e cut by eithef) 1 
with a straight Fine 10" long drawn on it. 1 


j INSTRUCTION: 


"Cut along the str^ght line." 1 


1 BEHAVIOR: 


Client will use either the scissors or knife to cut the material along the 1 
straight line. 1 


j STANDARD: 


Behavior within two minutes on three of four occasions. Tfie cut must not 1 
deviate from the line t>y more than Va". | 




CURVED UNE 34 1 


1 CONDmON: 


Given scissors or a knife and a piece of material (that can be cut by either) 1 
virith a curved hne 10 long dravvn on it. 1 


1 INSTRUCTION: 


"Cut along the curved tfne." 1 


1 . BEHAVIOR: 


Client will use either the scissors or knife to cut tfie material ^ng the curved 1 
line. 1 


1 STANDARD: 


Behavior within two minutes on three of four occasions. The cut must not 1 

deviate from the line by more than Va". I 




TOOLS J 35 1 


1 CONDITION: 


Given a wood rasp, coping saw, mfter box, hack saw, carpenter's hand saw, 1 
wood plane, claw hammer, screwdriver, "C" clamp, open end wrench, brace 1 
and bit, ulilltv knife, pliers, tin snips, staple pun, paint brush, carpenter's rule, 1 
sandpaper, level, square, and ratchet ano socket, placed in a random order. 1 


1 INSTRUCTION: 


"Point to the (name of tool). 1 


1 BEHAVIOR: 


Client will point to the tool named. 1 


1 STANDARD: 


All 21 tools must be pointed to correctly, each within 30 seconds* on three of 
four occasions. 
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TOOLS II 36 


CONDITION: 


Given a wood rasp, coping saw. tntler box. hack saw. carpenter's hand saw. 

ufOdri niane tIaw haininer srrewrlrivnr "C" rlamn nnen i^nrl uuri^nrh hrnrp 

and bit, utility knile. pliers, tin snips, staple gun. paint brush, carpenter's rule. 


INSTRUCTION- 


'What tool Is tliis fnoint to a toolP" 


BEHAVIOR: 


Client will name the tool pointed to. 


STANDARD: 


All 21 tools must be named correctly, each within 30 seconds, on three of four 
occasions. 




TOOL DISCRIMINATION 1 37 


CONDITION: 


Given a wood rasp, coping saw. mrter box. hack saw, carpenter's hand saw. 
ufOorl Diane Haw hammer Screwdriver. "C" clamo ooen Pnri wrench, hrace 
and bit. utility knIle, pliers, tin snips, staple gun, paint brush, carpenter's rule, 
sandpaper, level, square, and ratchet and socket, placed in a random order. 


INSTRUCTION: 


"Point to the tool .which files wood: (b) saws cunrns in wood: (c) saws 

metal; (d) saws wood; (e) saws angles in wood: (f) shaves wood smooth: 
(g) drives or pu^ls nails: (h] clamps wood together: (i) tightens or loosens a 
nut; (j) ratchets to tighten or loosen a nut; (k) drills holes: {0 drives screws: 
tnii cuts caHboard* (n) twists wires: (o) cuts sheet metal* (d) stanies wood: 
(q) applies paint: (0 measures: (s) smooths wood: (t) levels objects: 
(u) measures right angles." 


BEHAVIOR: 


Oienl will point to; (a) wood rasp: (b) coping saw: (c) hack saw: 
(d) carpenter's hand saw: (e) miter t>cx: (f) wood plane: (g) claw hammer: 
IM "C" clamn' (il onen end wrench* (it ratchet and socket' Ikl brace and bit: 
(1) screwdriver; (m) utility knife; (n) pliers; (o) tin snips: (p) staple gun: 
(q) pafnt brush: {r) carpenters rule; (s) sandpaper (t) level: (u) square. 


STANDARD: 


All 21 tools must be pointed to con^ectly, each within 30 seconds, on three of 
four occasions. 
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TOOL DISCRIMINATION 11 38 


CONDITION: 


Given only the verbal instructions (no tools within view of the client). 


INSTRUCTION: 


"Which tool (a) files wood; (b) saws curves in wood; (c) saws metal; (d) saws 
wood; (e) sav;s angles in wood; (f) shaves wood smooth; (g) drives or pulls 
nails; (h> clamps wood together. 0) tightens or loosens a nut; (j) ratchets to 
tighten or loosen a nut; Ot) drills holes; (1) drives screws; (m) cuts cardboard; 
(n) twists wires; {o) cuts sheet metal; (p) staples wood; (q) applies paint; 
(r) measures; (s) smooths wood; <1) levels objects; (u) measures right 
angles?" {These questions are to be asked in a random order.) 


BEHAVIOR: 


Qlent will name the: (a) wood rasp; (b) coping saw; (c) hack saw; 
(d) carpenter's hand saw; (e) miter box; (Q wood plane; (g) claw hammer; 
(h) "C" ctamp; (i) open end wrench; (j) ratchet and socket; (k) brace and bit; 
(1) screwdriver, (m) utility knife; (n) pliers; (o) tin snips; <p) staple gun; 
(q) paint brusfi; (r) carpenter's rule; sandpaper; (t) level; (u) square. 


STANDARD: 


All 21 tools must be named correctly, each within 30 seconds, on three of four 
occasions. 




WOOD RASP 39 


CONDtTION: 


Given a wood rasp and a piece of wood 2" x 4" x 8" or larger. 


INSTRUCTtON: 


"File down afl of the edges of the wood." 


BEHAVIOR: 


Client will file all 12 edges of the wood. 


STANDARD: 


Behavior within ten minutes on three of four occasions. All edges must be 
rounded to a minimum depth of 1/6". 




COPING SAW 40 


CONDITION: 


Given a coping saw and a piece ot wood Vs" x 6" x 6" or larger, with a curved 
line 5" long drawn on it. 


INSTRUCTION: 


"Cut along the curved line. 


BEHAVIOR: 


Client will use the coping saw to cut along the curved line. 


STANDARD: 


Behavior within ten minutes on three of four occasions. The cut must not 
deviate from the line by more than i^". 
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MITER BOX 41 


CONDITION; 


Giv6n 3 [niter box. S3w. snd a oiece of wood 2" x 2" x 12" or Icirocr 


INSTRUCTION: 


"Cut the wood at a 45" anale." 


BEHAVIOR: 


Client will cut the wood at a 45* angle. 


STANDARD: 


Behavior within five minutes on three of four occasions. The wood must be 
cut completely through at a 45* angle within 5'. 




HACKSAW 42 


condition: 


Given a hack saw and a piece of atuminum, sheet metal, or a thin metal rod of 
no more tlian Vk" diameter 

* 


INSTRUCTION: 


"Cut the metat." 


BEHAVIOR: 


Client will cut the metal. 


STANDARD: 


Behavior within five minutes on three of four occasions. The metal must be 
cut completely through. 




WOOD PLANE 43 


CONDinON: 


Given a wood [riane and oiece of wood 1" x 4" x 12" or laraer. 


INSTRUCTION: 


"Plane the wood alona the edae." 


BEHAVIOR: 


Client will move the plane along the edge of the wood with the grain. 


STANDARD: 


Behavior within five minutes on three of four occasions. At least 5 shavings of 
wood must be made. 




CLAWHAMMER! 44 


CONDITION: 


Given a claw hammer and two 4-penry common nails which are nailed W Into 
a oiece of soft wood 4" x 4" x 12" or laraer. 


INSTRUCTION: 


"PuH the nails out of the wood." 


BEHAVIOR: 


Client will use the claw to pull out both nails. 


STANDARD: 


Behavior within two minutes on three ot tour occasions. The nails must come 
completely out of the wood. 
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CUW HAMMER II 45 


CONDtnON: 


Given a claw hammer, four 4-penny common nails, and a piece of softwood 4" 


IMSTRUCTIOH* 


"nriim IhA nails inin Iha utnrwl " 


BEHAVIOR: 


Client will drive the natis Into the wood. 


STANDARD: 


Behavior within two minutes on three of four occasions. The nail heads must 
be flush with the surface of the wood. 




VISE 46 


CONDITION: 


UiVen a ¥l9V Ul w Ualllp ally IVVU Ul WVUUi Ifil^n 1 A a AO Ul Icliyel* 


INSTRUCTION* 


wiBiiip iiio iwv i^iovvo Ul wwuy luytnnBi" 


BEHAVIOR: 


Client wit) clarrp the pieces of wood together. 


STANDARD: 


Behavior within two minutes on three of lour occasions. The pieces of wood 
must be held together by the vise or clamp. 




WRENCH 1 47 


CONDITION: 


Given a Vt" open-end wrench and a W nut screwed on aboil (tight enough to 

provuni reniovBi uj nany/ wniun is iiBiy SBvuroij in a viso ur piave oi wuuy. 




1 aw ine uui OH wv ouii. 


BEHAVIOR: 


Client will use the wrench to taKe the nut off the bolt. 


STANDARD: 


Behavior within two minutes on three of four occasions. The nut must be com- 
pletely removed from the boIL 




WRENCH II 48 


CONDITION: 


Given a V2" open-end wrench, a V2" nut (not on abolf). and a bolt which is held 

oti^uitfiy III d VISIf Uf pieviT Ul WUUUa 


INSTRUCTION* 


"Put thft nut on tlia holt " 

I^UI Ills IIUI VII IIIb VVIIb 


BEHAVIOR: 


Client will use the wrench to put the nut on the bolt. 


STANDARD: 


Behavior within two minutes on three of four occasions. The nut must be 
tightened sufficiently to prevent removal by hand. 



VBC 37 

■2 / 



RATCHET I 49 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 

STANDARD: 



Given a ralchel, a ^''socket attached to Ihe ratchet, and a Vi" nut screwed on 
a W bolt (light enough to prevent removal by hand) which is held securely by 
a vise or piece of wood. 

"Take the nut off the bolt." 

Client will use the ratchet and socket to remove the nut from the bolt. 

Behavionrithin two minutes on three of fouroccastons.The nut must be com- 
pletely removed from the bolt. 



RATCHET II SO 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 

STANDARD: 



Given a ratchet, a ^h" socket attached to the ratchet, a Va" nut (not on a bolt), 
and a Vz" bolt which is held securely by a vise or piece of wood. 

"Put the nut on the bolt." 

Client wilt use the ratchet and socket to put the nut on the bolt. 

Behavior within two minutes on three of four occasions. The nut must be 
tightened sufficiently to prevent removal by hand. 



BRACE AND BIT 51 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 

STANDARD: 



Given a brace, a *A" bit attached to the brace, and a piece of soft wood 1" x 4" 
X 8" or larger. 

"Orlll a hole through the wood." 

Client will use the brace and bit to drill a hole through the wood. 

Behavior within five minutes on three of four occasions^ The hole must be 
completely thnsugh the wood. 



SCREWDRIVER 52 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 

STANDARD: 

VBC 38 



Given a regular screwdriver, a t^" wood screw, and a pre-drllled W hole In a 
piece of soft wood. 

"Drive the screw Into the wood." 

Client will use the screwdriver to drive the screw Into the wood. 

Behavior within two minutes on three of four occasions. The screw must be 
driven flush into the wood. 
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UTILITY KNIFE 53 


CONDITION: 


Given a utility knife and a sealed cardboard carton 1 foot sauare or laraer 


INSTRUCTION: 


"Cut the too off the carton " 


BEHAVIOR: 


CHent will use ttie utility knife to cut the top off the carton. 


STANDARD: 


Behavior within two minutes on three of four occasions. The top must be cut 
completely off the carton, not deviating from the top more than 2". 


■ 


PLIERS 54 


CONDITION: 


Given nllers and two inalleahie wires 6" or lonaer 


INSTRUCTION; 


"Twist the ends of the wires toaether." 


BEHAVIOR: 


Client will use the pliers to twist the ends of the wires together. 


STANDARD: 


Behavior within two minutes on three of four occasions. The wires must be 
twisted no more than 3" from their ends and they must not separate. 




TIN SNIPS 55 


CONDITION: 


Given straight cutter tin snips and a piece of light sheet metal with a straight 
tine 6" iona drawn on It. 


INSTRUCTION: 


"Cut along the stralaht line." 


BEHAVIOR: 


Client will use the tin snips to cut the sheet metal along the straight line. 


STANDARD: 


Behavior within two minutes on three of four occasions. The cut must not 
deviate from the line by more than W. 




PAINT CAN 56 


CONDITION: 


Given a screwdriver and an unooened can of naint. 


INSTRUCTION: 


"Take the lid off the can of naint " 

m ^m^^nr ^P P^ir P^H ■ P % P P P P P^^aP P P 


BEHAVIOR: 


Client will use the screwdriver to pry the lid off the can of paint. 


STANDARD: 


Behavior within two minutes on three of four occasions. The lid must be com- 
pletely removed. 
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STAPLE GUN 57 


ifUnui 1 ivn. 


uiven a loaueu siapie guiit a piece of caiacoara, ana a piece ot son wooa. 




oiapie me caraDoani lo ine wooa. 


BEHAVIOR: 


Client will use the staple gun to stf^^le the cardboard to the wood. 


STANDARD: 


Behavior within two minutes on three of four occasions. The cardboard and 
wood must not separate when picked up by the cardboard. 




PAINTBRUSH 58 


bunui nun. 


uiven painii a paint Drusn ^ widci and a surtace i test square or larger. 


■J VTO 1 IPTinU* 

m9 1 nu^ 1 lun* 


■•Dalnl this BiirlsMa '* 

rami mis surrace* 


BEHAVIOR: 


Client will use the paint tvush and paint to paint the surface. 


STANDARD: 


Behauior within five minutes on three o( (our occasions. The area must tie 
completely covered with paint. 




RULE 59 


f^muniTiniti* 
ifUNui 1 lun: 


uiv€n a carpenier s rule, a pencil, ano a piece ot wood 3 teet or longer. 


1 M QTP 1 1 oTinu • 
INOlnUUIIUn. 


KUi a mane fspeciiy a lengin irom o to ^ j irom ine eno oi tne wood. 


BEHAVIOR: 


Client will use the ruler and pencil to measure and mark the specified length. 


STANDARD: 


Behavfor within two minutes on three of four occasions. The mark on the 
wood must be within W of the specified length. 




SANDPAPER 60 


CONDITION: 


Given a sheet of sandpaper and a rough, unsanded piece of soft wood 2" x 4" 

V A" 




Oanu ine wuou omDDin. 


BEHAVrOR: 


Client will use ttie sandpaper to sand the wood smooth. 


STANDARD: 


Behavior within ten mlnules on Ihree of four occasions. The wood must be 
smooth encHigh that a piece of cioth does not catch when rubbbed across it. 
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LEVEL 61 


p nuniTiflfei • 




1 U CTD ■ i^Tmu- 
InSrrnUvFIUN. 


Lewi ine Doaro. 


8EHAVI0R: 


Client will use Ihe level to level the board- 


STANDARD: 


Behavior within two minutes on three of four occasions. The bubble tn the 
level must be between the two lines. 




SQUARE 62 




uiven 3 squarvt a pencil, ano piece oi wooo ^ x 4 x i« ui laiyBi. 


Ins (nUb (lUN. 


MarK a line across in« wooo. 


BEHAVIOR: 


Client will use the square and pencil to maric a 90* line across the wood- 


STANDARD: 


Behavior within two minutes on three of four occasions. The line must be 
perpendicular (90") to the edge of the wood within S*. 




HANDSAW 63 


r>rt u niTin u ■ 
^unui iiuH. 




InSTKUCilUN. 


oow the wooo inio iwo pieces. 


BEHAVIOR: 


Client will use the hand saw to saw the wood into two pieces. 


STANDARD: 


Behavior within two minutes on three ol four occasions. The wood must be 
sawed into two separate pieces. 




HACK SAW BLADE 64 


^UnUI 1 (UN. 


ulVcil a Saw cinu a vlouc- 




'■Dial IKa KlatfiA En fhA ha^lf cftiM 

rill in6 DIayO in iiic iioCK aow* 


BEHAVIOR: 


Client will attach the blade to the hack saw. 


STANDARD: 


Behavior within two minutes on three of four occasions. The blade must be at- 
tached to the hack saw so that It vrill cut metal. 
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COPING SAW BUDE 65 



CONDITION: Given a coF^ng saw and a blade. 



INSTRUCTION: 


"Put the blade In the coping saw." 


BEHAVIOR: 


Client will attach tne blade to the coping saw- 


STANDARD: 


Behavior within two minutes on three of lour occasions. The Wade must be 
attached to (he coDino saw so thai it will cut %vood. 




BIT 66 


CONDITION: 


Given a brace and bit. 


INSTRUCTION: 


"Put the bit In the brace." 


BEHAVIOR: 


Client will insert the bit into the chuck of the brace and tighten It. 


STANDARD: 


Behavior within two minutes on three of four occasions. The bit must be 
inserted and tiahtened into the chuck of the brace so that It will drill wood. 




SOCKET 67 


CONDITION: 


Given a ratchet and a socket. 


INSTRUCTION: 


"Put the socket on the ratchet." 


BEHAVIOR: 


Client will attach the socket to the ratchet. 


STANDARD: 


Behavior within one minute on three of four occasions. The socltet must be 
attached to the ratchet correctly so that it will turn a nut. 




STAPLES 68 


CONDITION: 


Given an empty staple gun and staples. 


INSTRUCTION: 


"Load the staple gun." 


BEHAVIOR: 


Client will put staples in the staple gun. 


STANDARD: 


Behavior within two minutes on three of four occasions. The staple gun must 
be filled so that it will staple. 
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TOOL CLEANING 69 


pnuniTinii- 




1 M fiTRII mOH? 
1 ri9* nv w * 1 viv> 


"Clean IKaaa IaAIs '* 


BEHAVIOR: 


Cneni will use Ihe rag lo wipe each tool clean. 


STANDARD: 


Ail live tools must have all dirl removed and oil Itghlly coienng all metal 
surfaces, each within two minutes, on litiee of lour occasions. 




TOOL STORAGE 70 


¥ 


uivcn live loots anu ^ opociiic oiuioyv tor eacn. 


1 M fit niiPTin M* 

<ri9* nvw iivivb 


rui inese loois away. 


BEHAVIOR: 


Client will put the tools in their storage places. 


STANDARD: 


All five tools must be put in iheir pfoper storage places, each wtthin two 
minutes, on three of four occasions. 




SANDPAPER DISCRiMINATION 1 71 


condition: 


Given wateruse sandpaper, wood-use sandpaper, and emery paper placed in a 

lanQum uiiicr. 


1 MfiTRI 1 PTIO M • 
irff9i nuwi ivna 


roini lu ine iiype oi sanapapei). 


BEHAVIOR: 


Client Witt point to the type of sandpaper named- 


STANDARD: 


All three types of sandpaper must l>e pointed to correctly, each within 30 
seconds, on three of lour occasions. 




SANDPAPER DISCRIMINATION M 72 


CONDITION: 


Given water*use sandpaper, wood-use sandpaper, and emery paper placed in a 

ranuum OiQcr* 




WFIal Cyi'C OI 9anU|l9pCf 19 11119 f|Wini lU a V* 9alU|Mi|/d J S 


BEHAVIOR 


Client will name Ihe type of sandpaper pointed to. 


STANDARD: 


All three types of sandpaper must be named correctly, each within 30 
secoTHls. on three "< four occasions. 
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SANDPAPER DISCRIMINATION III 73 


condition: 


Given No. 220 sandpaper, No. 260 sandpaper, and No. 300 sanopaper. placed 
in a random order. 


INSTRUCTION: 


"Point to the (numbered sandpapeO-" 


BEHAVIOR: 


'client will point to the numbered sandpaper named. 


STANDARD: 


All -three different sandpapers must be pointed to comctly. each within 30 
seconds, on three of four occasions. 




SANDPAPER DISCRIMINATION IV 74 


CONDITION: 


Given No. 220 sandpaper. No. 260 sandpaper, and No. 300 sandpaper, placed 
In a random order. 


INSTRUCTION; 


"What number of sandpaper Is this (point to a specific sandpaperlT' 


BEHAVIOR: 


Client will name the numbered sandpaper pointed to. 


STANDARD: . 


'All three numbered sandpapers must be named correctly, each within 30 
seconds, on three of four occasions. 




PAINT DISCRIAAINATION 1 75 


CONDITION: 


Given one can ol water (latex) base paint and one can of oil base paint, placed 
in a random orde^ 


INSTRUCTION: 


"Point to the (type of paint)." 


BEHAVIOR: 


Client will point to the type of paint named. 


STANDARD: 


Both types of paint must btt pcrfnted to conwily. each wlthm 30 seconds, on 
thfee of four occasions. 




PAINT DISCRIMINATION 11 76 


CONDITION: 


Given one car. of water (latex) base paint and one can of oil base oainL placed 
in a random order. 


INSTRUCTION: 


"What type ol paint is this (point to a type of paint)?" 


BEHAVIOR: 


Client will name the tVpe oi paini pointed to. | 


STANDARD: 


Both types of pamt must be nameC ccrreci.y. each wiinin ou seconds, on ■ 
three of iour occasions. 1 
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OBJECT ASi^EMBLY 1 77 


CONDITION: 


Given two idenlical mu'^i>part objects, one assembled correctly and one 
assembled incorrectly, placed in a random order. 


INSTRUCTION: 


"Point to the (name of object) that is put together (right or wrong)." 


BEHAVIOR: 


Client will point to the objact that Is assembled as slated. 


STANDARD: 


Both objects must be pointed to correctly, each within 30 seconds, on three of 
four occasions. 




OBJECT ASSEMBLY II 78 


CONDITION: 


Given two identical multi-part objects, one assembled correctly and one 
assembled incorrectly, placed in a random order. 


INSTRUCTION: 


"Is this (name of object) put together right or wrong (point to one of the 

objects)?" 


BEHAVIOR: 


Client will describe the object pointed to as "right" or wrong." 


STANOARD: 


Both assemblies must oe aescriDOd correciiy as ngni or nwrong, eacn 
within 30 seconds, on three of four occasions. 




JOB PRODUCT 1 79 


CONDITION: 


Given two identical products of a Job, one completed con'ectty and one com- 
pleted incorrectly. 


INSTRUCTION: 


"Point to the (name of product) that Is done (right or wrong)." 


BEHAVIOR: 


Client will point to the product that is completed as described. 


STANDARD: 


Botri products [Dust oe pointeo lo correcuy, eacn wiinin ju seconas, on inree 
of four occasions. 




JOB PRODUCT II 80 


CONDITION: 


Given two identical products of a Job, one completed correctly and one 
completed incorrectly. 


INSTRUCTION: 


"Is this (name of product) done right or wrong (point to one of ihe products)?" 1 


BEHAVIOR: 


Client will describe the product pointed to as "right ' or "wrong. ' 1 


STANDARD: 


Both products must be describetJ correctly as "right" or "wrong", each within | 
30 seconds, on three of four occasions. | 
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HOUSEHOLD OBJECTS 81 


CONDITION: 


Given ten common household objects (e.g.. lamp, broom, glass, bucket, throw 
rug. etc.) placed on the floor, and a table In the same room. 


INSTRUCTION: 


"Pick up the things on the floor and put (hem on the tabJe." 


BEHAVIOR: 


Client will pick up all ten objects and put them on the table. 


STANOARD: 


Behavior within three minutes on thrAc of four occasions. All ten objects must 

be placed on the table. 




WIPING CLOTH 82 


CONDtnON: 


Given % cup of liquid spilled on the top of a table and a wiping clotii. 


INSTRUCTION: 


"Wipe it up." 


BEHAVIOR: 


Client will use the cloth to wipe up the spifl. 


STANDARD: 


Behavior withfn one minute on three of four occasions. The table surface 
must be dry. 




BED SHEETS 83 


CONDinON: 


Given a properly made bed with two sheets on it. 


INSTRUCTION: 


"Take the sheets off the bed." 


BEHAVIOR: 


Client will iake the sheets oil the bed. 


STANDARD: 


Beliavior within five minutes on three of Ibur occasions. The shests must be 
completely removed Irom the bed. 




MATTRESS 84 


CONDITION: 


Given a single bed with a mattress. 


INSTRUCT}ON: 


"Turn the mattress over." 


BEHAVIOR; 


Client will lift the maltress and turn It over. 


STANDARD: 


Beliavior wittiin two minutes on three of four occasions. The side of the mat- 
tress which was on tcv> must now be on the bottom. 
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UNMADE BED 85 


COMDITIOM' 


f^i^ >n fin iinf¥uif1o hoH fififl lum ffhlriori fihootfi 


INSTRUCTION: 


"Make the bed." 


BEHAVIOR: 


Client will put one sheet on the bed as the bottom sheet and the second sheet 
on top. 


STANDARD: 


Behavior within ten minutes on three ol four occasions. Each corner of the 
bottom sheet must be tucked under each corner of the mattress. The top 

shppf must tvtvf two mrnAr^ Ihp "foof" ol thp bpfl tiichpd iindpr thp two 

corners of the mattress. The other two sheet comers must be pulled up to lay 
directly on top of the two comers of the mattress at the "head" of the bed. 




BROOM 86 


CONDITION' 


Givpn rt broom ^ liii^t ojsn And a rr^m x 11' or l^rOAr 


INSTRUCTION' 




BEHAVIOR: 


Client will use the broom to sweep the floor. 


STANDARD: 


Behavior within ten minutes on three of four occasions. No loose dirt or dust 
must be visible. 




MOP AND BUCKET 87 


• 

CONDITION' 


f^iuon mnn ft mnn hiipbol uMilar pbuinfior ftnri a mnm y 11' nr tflrtlAr 


INSTRUCTION- 


*'Mon thA floor" 

iviv|/ lira iiwi* 


BEHAVIOR: 


Client will mix the water and cleanser in the bucket and mop the floor. 


STANDARD: 


Behavior within 30 minutes on three of four occations. The entire floor must 

be wel and no dirt marks must be visible. 




FLOOR WAX 88 


CONDITION: 


Given a mOD. floor wax and a room 9' x 11' or laraer. 


IM^TRllPTinM' 
ino 1 nuv 1 Iwrli 


'*WaY thp flnnr " 


BEHAVIOR: 


Client will use the mop to wax the entire floor. 


■^^P A bash A ^hSh ^ 

STANDARD: 


Behavror Within 30 minutes on three of four occasions. The entire surface of 

the floor must be covered by wax. 
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VACUUM CLEANER 89 


CONDITION: 


Given a vacuum cleaner and a room (carpeted or uncarpeted) 9' x 1 r or larger. 


INSTRUCTION: 


"Vacuum the lloor.** 


BEHAVIOR: 


Client will use the vacuum cleaner lo vacuum the floor. 


STANDARD: 


Behavior within len minutes on three of four occasions. No dirt must be 

visible. 




OUST RAG 90 


condition: 


Given a dust rag and ten different pieces of furniture, including tables, chairs, 
and Shelves. 


INSTRUCTION: 


"Dust the furniture." 


BEHAVIOR: 


Client will use the dust rag to dust each piece of furniture. 


STANDARD; 


Behavior within ten minutes on thj-ee ot four occasions. No dusl musl be 
visible. 




BATHTUB 91 


CONDITION: 


Given a bathtub, cleanser, and a sponge. 


INSTRUCTION: 


"Clean the bathtub." 


BEHAVIOR: 


Client will use the cleanser and sponge to clean the bathtub. 


STANDARD: 


Behavior within ten minutes on thiee of four occasions. No dirt mi'St be 
visible. 




REFRIGERATOR 92 


CONDITION: 


Given a refrigerator and cleaning utensils. 


INSTRUCTION: 


"Defrost and clean the refrigerator." 


BEHAVIOR: 


Client will unplug the refrigerator, use the cleaning utensils to clean the door, 
top, sides, and inside of the refrigerator, and defrost the freezer compartment. 


STANDARD: 


Be^avio^ within 2 hours on itiree of four occasions. No dirt must be visible, 
and there must be no frost in the lieezer compartment. 
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WINDOWS 93 


CONDITION: 


Given two windows, 2* x 3* or iGu^er and cleaning utensils. 


INSTRUCTION: 


"Clean the windows." 


BEHAVIOR: 


Client wit) use the cleaning utensils to clean the windows. 


STANDARD: 


Behavior within twenty minutes on three of four occasions. No dirt or streaKs 
must be ^sibie on either side of the windows. 




DRAPES 94 


CONDITION: 


>> 

Given a mounted curtain rod 5' long, with 10 or more curtain hooks, and a 
drape 5' wide. 


INSTRUCTION: 


"Hang the drapa" 


BEHAVIOR: 


Client will hang the drape, placing one ouitain hook in each pleat. 


STANDARD: 


Behavior in five minutes on three of four occasions. The drape must be hung 
correctly. 




GROCERY LIST 95 


CONDITION: 


Given a list of ten different foods, five of which are in the kitchen. 


INSTRUCTION: 


"Make a list of the other foods you need." 


BEHAVIOR: 


Client will write down or name the five foods which are not in the kitchen. 


STANDARD: 


Behavior within five minutes on three of four occasions. Each of the five foods 
that are not In the kitchen must be written or named. 




GROCERY STORE 96 


CONDITION: 


Given a grocery store, a list of ten different foods to be purchased, and a 
grocery cart. 


INSTRUCTION: 


"Find these foods and put them in the cart." 


BEHAVIOR: 


Client will locate the different foods and place them in the carl 


STANDARD: 


Behavior within 30 minutes on three of four occasions. All ten foods must be 
placed in the cart. 
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GROCERY BILL 97 


CONDITiON: 


Given ten foods (total cost less than $20) placed on a checkout counter and 
$20 in cash. 


instruction: 


"Pay lor the food." 


BEHAVIOR: 


Client will give the money to the cashier to pay for the food and receive the 
correct change. 


STANDARD: 


Behavior within ten minutes on ttiree of (our occasions. Sufficient money 
must t>e given to the cashier lo pay lor the foods and the client must state 
whether or not he/she has received the correct change. 




FOOD STORAGE 98 


CONDITION: 


Given 12 difiereni foods just purctiased at the grocery store, four which 
belong in the refrigerator, four which belong in the freezer, and four which 
belona In kitchen cabinets. 


INSTRUCTION: 


"Put the food awav." 


BEHAVIOR: 


Client will put the food in the correct places. 


STANDARD: 


Behavior within ten mfnutes on three of four occasions. The foods must be 
put In the correct places. 




REFRIGERATOR ITEMS 99 


CONDITION* 


Given a retrioerator containina ten or more items and a table. 


INSTRUCTION' 


"Take ten things out of the refrigerator and put Ihem on the table." 


BEHAVIOR: 


Client will remove ten items and place them on the table. 


STANDARD: 


Behavior within two minules on three of four occasions. None of the items 
must be dropped. 




CABINET ITEMS 1 100 


CONDITION; 


Given a kitchen cabinet which is under a counter, containing three or more 
Items, and a table. 


INSTRUCTION' 


"Take itiiee thinos out of Itie cabinet and Dut them on the table." 


BEHAVIOR: 


Client will remove three items and place them on the table. 


STANDARD: 


Behavior within two mlmites on three of four occasions. None of the items 
must be dropped. 


VBC50 


60 





CABINET ITEMS II 101 


CONDITION: 


Given a kitchen cabinet which is above a counler, containing three or more 


1 MSTRI 1 PTIO HI* 
■nvi nuwi Wn* 




BEHAVIOR: 


Client will remove three items and place them on the table. 


STANDARD: 


Behavior wUhin two minutes on three of four occasions. None of ttie items 
must be dropped. 




APRON 102 




uivcii Q 1 uii'iciiy III dLPiVH- 


invi nuwi ivn* 


r Ul Uli lllc cl|liOll> 


BEHAVIOR: 


Client will pidt up the apron, place it over the head, and tie tne strings. 


STANDARD: 


Befiavior within one minute on three of four occasions. The apron must be 
worn correctly. 




HOT WATER 103 


r^muniTinM* 
uvni/' 1 ivr«> 


^SlUAn a Bank l^^t anf4 faa,AAtf 

uiven a sirw wiin not ano coia lauceis. 




■ urn wii ine noi wciisr. 


BEHAVIOR: 


Client will turn on the hot water. 


STANDARD: 


Behavior within ten seconds on three of four occasions. Hot water must come 

oul of the faucet. 




COLD WATER 104 




ulTOJI cl Willi IIUI cUlU wVIU loUCvla. 


in9l nut* 1 IV M. 


1 urn on ine coiu water. 


BEHAVIOR: 


Client will turn on the cold water. 


STANDARD: 


Behavior within ten seconds on three of four occasions. Cold water must 
come out of the faucet. 
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STOVE 105 


CONDITION: 


Grven a gas or electric stove. 


INSTRUCrrON: 


'Turn on one of the stove burners." 


BEHAVIOR: 


CItent will turn on one of the burners. 


STANDARD: 


Behavior within 30 seconds on three of four occasions. A flame must appear 
or the burner must become hot. 




MATCHES 106 


CONDITION: 


Given a book of matches. 


INSTRUCTION: 


"Ught a match and then put It out." 


BEHAVIOR: 


Client wilt open the book, take out one match, close the book cover, light the 
match, and then put it out. 


standard: 


Behavior within one minute on three of four occasions. Only one match must 
be lighted and II must be extfnguished without burning the client. 




TEAKETTLE 107 


CONDITION: 


Given a teakettle, containing hot water, and a coffee cup. 


INSTRUCTION: 


"Fill the cup with water." 


BEHAVIOR; 


Client will pick up the teakettle and pout water from it into the cup. 


STANDARD: 


Behavior within 30 seconds on ihree of four occasions. No water must be 
spilled, and the cup must be filled to within W of the top. 




SAUCEPAN 108 


CONDITION: 


Given a 9" saucepan in a sink and a stove. 


INSTRUCTION: 


"Fill the pan with water and put it chi the stove." 


BEHAVIOR: 


Client will turn on the water, fill the pan, turn off the water, and place the pan 
on one of the burners. 


STANDARD: 


Behavior within two minutes on three of four occasioris. The pan must t>e fill- 
ed to within 1" of the top, and no water must be filled. 



VBC 52 

€2 





GLASS JARS 109 


CuNDITION: 


Given three glass jars with the lids screwed on. 


INSTRUCTION: 


"Take the lids off the jars." 


BEHAVIOR; 


Client will unscrew and remove each lid. 


STANDARD: 


Alt three lids must be completely removed, each within 30 seconds, on three 
of four occasions. 




CAN OPENER 110 


CONDITION: 


Given an unopened can and a punch<type can opener. 


INSTRUCTION: 


"Open the can." 


BEHAVIOR: 


Client will use the can opener to punch two holes in one end of the can. 


STANDARD: 


Behavior within 30 seconds on three of (our occasions. The holes must be on 
the same end of the can and on opposite sides of that end. 




BOTTLE OPENER 111 


CONDITION: 


Given an unopened bottle (which cannot be opened by hand) and a bottle 
opener. 


INSTRUCTION: 


"Open the bottle." 


BEHAVIOR: 


Client will use the bottle opener to take the top off the bottle. 


STANDARD: 


Behavior within 30 seconds on three of four occasions. The top must be com- 
pletely removed. 




FOOD WRAP 112 


CONDITION: 


Given some food wrapped in aluminum foil or plastic wrap. 


INSTRUCTION: 


"Unwrap the food." 


BEHAVIOR: 


Client wtii remove the wrapping from the food. 


STANDARD: 


Behavior within two minutes on three of four occasions. No piece of foil or 
plastic must remain on the food. 
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EGG 113 


CONDITION: 


Given ono fresh eao and s frvlna Dsn 


INSTRUCTION: 


"Crack the eaa and break It into the nan " 


BEHAVIOR: 


Client will crack the egg and break it Into the frying pan. 


STANDARD: 


Behavior within one minute on three of four occasions. The egg yolk must re* 
main in one i^ece, and there must be no pieces of egg shell In the egg. 




MEASURING CUP 114 


CONDITION: 


Given a measuring cup, an empty bowt, and three cups of white flour {or 
liquid). 


INSTRUCnON: 


"Measure out (Vti uup, 2/3 cuf^ cup, one cup, 2V4 cup) of flour (liquid)." 


BEHAVIOR: 


Client will measure and put into the bowl the exact amount of flour (or liquid) 

specified. 


STANDARD: 


All rive amounts must be measured correctly, each writhin one minute, on 
three of four occasions. 




MEASURING SPOONS 115 


CONDITION: 


Given a set of three measuring spoons {V* teaspoon, 1 teaspoon, and \ tables* 
Doonl. an emDtv bowl and three cuds of white flour (or liouid) 


INSTRUCTfON: 


"Measure out (M teaspoon, 1 teaspoon, 1 tablespoon) of flour (liquid)." 


BEHAVIOR: 


Client will measure and put into the bowl the exact amount of flour (or liquid) 
specified. 


STANDARD: 


All three amounts must be measured correctly, each within one minute, on 
three of four occasions. 




ROLLING PIN 116 


CONUnON: 


Qivfin douQh for orb 10"* Die crust and fl rolllnd Din 

VVUyil IVI iw IH VIUW " IVIIIIiy will* 


INSTRUCTION: 


"Roll the douah." 


BEHAVIOR: 


Client will use the rolling pin to roll the dough. 


STANIlAn'^f: 


Behavior within five mmuies on three oi lour occasions. The rolled flougn 
must l>e no more than 1A" thlt^ and a minimum of 9" In diameter. 
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MIXER 117 


CONDITION: 


Given an electric mixer (plugged in), two beaters (unattached), and a bowl con- 
taining unmixed ingredients for cake batter. 


INSTRUCTION: 


"Mix the baiter until it is smooth." 


BEHAVIOR: 


Client will attach the two beaters, turn the mixer on, and ndx the batter. 


standard: 


Behavior within three minutes on three of four occasions. The ingredients 
must be blended together with no lumps, and no batter must be spattered out- 
side the bowl. 


• 


RUBBER SCRAPER 118 


CONDITION: 


Given a bowl containing batter prepared from a calw mix, a calie pan 9" x 13" x 
2", and a rubt)er scraper. 


INSTRUCTION: 


"Pour the batter into the pan." 


BEHAVIOR: 


Client will pfcli up the bowl, pour the batter into the pan, and use the rubber 
scraper to scrape the sides of the bowl. 


standard: 


Behavior within one minute on three of four occasions. No batter must be 
spilled, and all of the batter must be removed from the bowl, so that If the 
bowl is turned over, no batter will drip out ol it. 




OVENI 119 


CONDITION: 


Given an oven. 


INSTRUCTION: 


"Open the oven door." 


BEHAVIOR: 


Client wilt open the oven door. 


STANDARD: 


Behavior within ten seconds on three ol four occasions. The door must be 
opened completely. 




OVEN 11 120 


CONDITION' 


Given a cake pan containing batter and an oven. 


INSTRUCTION: 


"Put the pan In the oven." 


BEHAVIOR: 


Client will open the oven door, place the pan on a rack In the oven, and close 
the door. 


STANDARD: 


Behavior within 30 seconds on three of four occasions. No batter must be 
signed. 
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BUTCHER KNIFE 121 


CONUTtON: 


Given a piece ol meat one pound or larger and a butcher knife. 


INSTRUCTION: 


"Cut the meat into three parts that are all the same size." 


BEHAVIOR: 


Client will use the knife to cut the meat into three parts. 


STANDARD: 


Behavior within one minute on three of four occasions. The three pieces must 
be approximately the same sbs, and the client must not cut him/herself. 




FRYING PAN 122 


CONDITION: 


Given a trying pan on a stove burner or an electric frying pan (plugged in), and 
a piece of meat w^ghlng 1A pound, and a spatula. 


INSTRUCTION: 


"Turn the heat on medium and fry the meal on each side for three minutes." 


BEHAVIOR: 


Client will turn on the burner or electric frying pan, allow the pan to heat to 
medium, place the meal In the pan, and, using the spatula, cook the meat for 
three minutes on each side and remove It irom the pan. 


STANDARD: 


Behavior in ten minutes on three ol four occasions. The burner must be on the 
setting of medium, and the meat must bo cooked on ea^ side for three 

minutes. 




PARiNQ KNIFE 1 123 


CONDITION: 


Given two different fruits or vegetables {e.g., apple, orange, banana, onion, 
cucumber and a paring knife. 


INSTRUCTION: 


"Cut the (tniit or vegetable) Into five parts that are all the same size." 


BEHAVIOR: 


Client will use the knife to cut the food Into five parts. 


STANDARD: 


Behavior within two minutes on three of tour occasions. The five parts must 
be approximately the same size and the client must not cut him/herself. 




PARING KNIFE II 124 


CONDITION: 


Given two different fruits or vegetables which have skins (e.g., apple, potato) 
and a paring knife. 


INSTRUCTION: 


"Peel the (fruit or vegetable)." 


BEHAVIOR: 


Client will use the knife to peel the skin off the food. 


STANDARD: 


Behavior within two minutes on three of four occasions. No skin musi be left 
on the food and the client must not cut him/herself. 
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SANDWICH 125 




sandwich: peanut putter and jelly, b<rio<|naand mustard, or sliced roast beef 

Afiri loaf lottiif*o 


INSTRUCTION- 


"MakQ a sandwich ** 


BEHAVIOR: 


Client will place the sandwich ingredients between two slices of bre»l 


STANDARD; 


Behavior within live minutes on three of (our occasions. The sandwich lngrt>- 
dients must be on one slice of bread, covering the entire surfacn of the bread, 
and the other slice of bread must be placed directly on lop of the ingredients. 




MILK m 


CONDITION- 


GlvAfi san AfbAnAri nartnn fw hnttlA nf milk Anri a oIass 


INSTRUCmON' 


*'Pmir A niaftft nf millr " 


BEHAVIOR: 


Client will pour (he milk into the glass. 


STANDARD: 


Behavlw within 30 seconds on three of four occasions. The glass must be 
filled to within 1" of the top, and no milk must be spilled. 




GARBAGE BAG 127 


CONDITION' 


f^JuAn A lull r^AfhAAA han an^ a nArbAflfi ^Afi 
VI wii o > v4i ifCil uo^v way ov'u " vay V voiib 


INSTRUCTION- 


'Thmuj thA flArhAflA awav " 

■ III WT tllO yOl WO^v BTTB^B 


BEHAVIOR: 


Client will pick up the g»bage and place it in the garbage can. 


STANDARD; 


Behavior within one minute on three of four occasions. No garbage must be 
spilled. 




TABLE PREPARATION 128 


CONDITION: 


Given four dinner plates, four spoons, four knlvos. four forks, four glasses, 
anri a talife with four cliairs fone chair on each side of the tablet 


INSTRUCTION' 


*'S6t thft tAhiA '* 


BEHAVIOR: 


Client will set the table. 


STANDARD: 


Behavior within five minutes on three of four occasions. The table must be set 
with the following in tront of each chair one dinner plate, with one fork plac- 
ed to the left of the plate (within 3"). one spoon and one knife placed to the 
right of the pl^e <within 3"), and one glass, at the top of the plate (within 3"). 
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HOT PADS 129 



CONDITION: 


Given three dishes on the stove, each containing a hot food, a table, and two 
pad». 


INSTttUCT10i4: 


"Gary the dIshAs to the table." 


BEHAVfOR: 


Client wii use the hbt pads to pick up ea^ dish, one at a time, and place it on 
the table. 


STANDARD: 


Behavior wtthin three ninutes on three of four occasions. No dish must be 
dropped and client must not burn hlm/herseU. 




DISH REMOVAL 130 


CONDITION: 


Given four dinner plates, four spoons, four knives, four forks, four glasses, 
and ten different bowls «id serving flatters, all dirty, set on a table. 


INSTRUCTION: 


"Clear the table and put the dishes In the sink. 


BEHAVIOR: 


Client will take each utensil off the table and place it In t^te kitchen sink. 


STANDARD: 


Behavior within ten minutes on three of four occasions. The table must be 
completely cleared, and no dish must be broken. 




DIRH DISHES 1 131 


CONDITION*. 


Given four dinner plates, four glasses, three sen'ing platters, three pots, all 
dirty. 


inSTRUCTION. 


Wipe or sciSpo ins iBiwvst loou on tne oionBS. 


BEKAViOR: 


Client will use the ntttber scraper to wtpe or scrape each item. 


STANDARD: 


Behavior within ten minutes on three of four oocasions. No loose food ust 
remain on ai>y dish. 




DIRTY DISHES n 132 


CONDITION: 


Given four dinner plates, three serving platterc, and three pots, all dirty, in a 
miXRd order. 


INSTRUCTION: 


"Stack the dishes." 


BEHAVIOR: 


Client wf!) stack the dishes. 


STANDARD; 


Behavior within five minutes on i:<reeof four occasions- There must be three 
stacks, one containing all the plates, one containing ^1 the plattei^ and one 

containing ail the pots. 
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DISHWATER 133 


CONDITION: 


Given a sink, a drain plug, and dishwashing detergent. 


INSTRUCTION: 


"Fix the water to wash the dishes." 


BEHAVIOR: 


Client will plug the drain, add the detergent, and t:.e sink with hot water. 


STANDARD: 


Behavior within five minutes on three of four occasions. The water level must 
remain within six inches of the top of the sink; there must be soapsuos visible 
in the water, and the temperature of the water must be between 100° — 120". 




DISHWASHING 134 


CONDITION: 


Given four dinner plates, four glasses, four knives, four spoons, three serving 
platters, and three pots, all dirty, a dtshrag, a sink with hot, soapy water, and a 
dlshdrainer. 


INSTRUCTION: 


"Wash and rinse the dishes." 


BEHAVIOR: 


Client will place the dishes m the water, wash them, rinse them in warm water, 
and place them in the dishdrainer. 


STANDARD: 


Betiavior within 30 minutes on ihree of four occasions. All food must be 
washed from each dish and utensil, and all soap must be rinsed from each. 




STERLING 135 


CONDITION: 


Given ten pieces of sterling silverware, a lag, and sliver polish. 


INSTRUCTION: 


"Clean the silver." 


BEHAVIOR: 


Client wtU use the silver polish and rag to clean each piece of silver. 


STANDARD: 


Behavior within 30 minutes on three of four occasions. All tarnish must be 
wiped from each piece of silver. 




KITCHEN COUNTER 136 


CONDITION: 


Given a stove and a kitchen counter 2' x 4' or larger, both dirty from preparing 
food, and a wet dishrag. 


INSTRUCTION: 


"Clean the stove and counter." 


BEHAVIOR: 


Client wit) use the dishrag to clean the stove and counter. 


STANDARD: 


Behavior within five miriutes on three of four occasions. All food must oe 

wiped from the stove and counter. 
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OtSHWASHER 137 


CONDITION: 


Given a dishwasher, ten dlrtv dishes, and dishwasher soap. 


' INSTRUCTION: 


"Vtfash the dishes In the dishwater." 


BEHAVIOR: 


Client wtl) place the dishes in the dishwasher, add soap, close the door, and 
turn )t on. 


STANDARD: 


Behavior within live minutes on three of four occasions. The dishes must be 

hIocvu in Ills uisnwasner anu ine uisnwasnBr iistnj.accuTuiny lu inc wimiMiniy 

instructions. 




OlSHRAG 136 


CONDITION: 


Given a wet dishrag. 


INSTRUCTION: 


"Wring oui the di$hr£«." 


BEHAVIOR. 


Client will wing out the dishrag. 




oenavior wiinin one minuie on inrse ot lour occasions, no water niusi anp 
from the dishrag. 




OlSH STORAGE 139 


CONDITION: 


Given tour dinner plates, four glasses, four knives, four forks, and lour 
spoons, three seiving platters, three pots, and kitchen cabinets and drawers 
for dishes and silverware. 


INSTRUCTION: 


"Put the dishes away." 


BEHAVIOR: 


Client will put all the dishes and silverware in the con-ect cabinets and 
drawers. 


eTAunABn* 
91 ANDAnD> 


□enavior wnnin len minutes oti iriree oi lOur occasions, tacn aisn ana piece 
of silveiware must be put in the c^inets with others of the same type. 




SEWING NEEDLE 140 


CONDITION: 


Given a sewing needle and a thread 24" or longer. 


INSTRUCTION: 


"Thread the needle and knot the thread." 


BEHAVIOR: 


Client will put one end of the thread through the eye of the needle, pull the 
thread so that the two ends meet, and knot the two ends. 




tied within five inches of the ends. 
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SHIRT AND BUTTONS 141 


CONDITION: 


Given a shirt with five button holes (and no buttons on it), a threaded needle, 
and five buttons. 


INSTRUCTION: 


"Sew the buttons on the shirt" 


BEHAVIOR- 


Client will sew the buttons on the shirt. 


STANDARD: 

■ 


Behavior within 30 minutes on three of four occasions. Each button must be 
on the opposite side of the shirt from its button hole, between Vz" and 1" of 
the edge, on a horizontal line with each hole, so that the shirt can be buttoned 
and the buttons remain fastened. 




DRESS HEM 142 


CONDITION: 


Given a dress (not hemmed), a threaded needle, and pEns. 


INSTRUCTION: 


"Hem the dress two inches." 


BEHAVIOR: 


Client will fold the edge of the dress under two Inches, pin It, and stitch along 
the edge. 


STANDARD: 

r 


Behavior within 30 minutes on three of four occasions. The hem must be bet- 
ween AW — ZW In length aid must not come undone. All pins must be 
removed. 




SOCKS 143 


CONDITION: 


Given two sod(S, each with a 1" hole and a threaded needle. 


INSTRUCTION: 


"Darn the socks." 


BEHAVIOR: 


Client will sew the hole closed on each sock. 


STANDARD: 


Behavior wtthm 30 minutes on three of tour occasions. The holes must remain 
closed when the scoks are put on. 




SCISSORS 144 


CONDITION: 


Given a cloth and a pair ot scissors- 


INSTRUCTION: 


"Cut the cloth mto two parts that are the same size." 


BEHAVIOR: 


Client win use the scissors to cut the cloth in twa 


1 STANDARD: 


Behavior w-ithin two minutes on three of four occasions. The two parts must 
be approximately the same size and the client must not cut him/herself. 
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SEWING MACHINE 145 



CONDITION: 


Given a sewing machir.e, a spool oi thread, and two pieces Df cloth, each 9" x 
12" or larger. 


INSTRUCTION: 


"Sew the two pieces together.*' 


BEHAVIOR: 


Client will wind a bobbin, thread the machine, and sew (he (wo pieces of cioth 
together. 


STANDARD: 


Behavior within 30 minutes on three of four occasions. The machine must be 
correctly threaded and the bobbin correctly wound so that the pieces of doth 
are sewn together. 




CLOTHES SORTING 146 


CONDITION: 


Given 20 different items of clothes, tan of them all white and ten of assorted 
colors mixed together. 


INSTRUCTION: 


"Sort the clothes into white and colored piles." 




Will put .''ii wniici vioin99 in une pii^ wi voiQr^y vioinsb in o bQwona 

pile. 


STANDARD: 


Behavior within five minutes on tt>ree of four occasions. The clothes must be 
sorted correctly into white and colored piles. 




WASHING MACHINE 147 


CONDITION: 


Given a washmg machine, ten different items of clothing and laundry 
detergent. 


INSTRUCTION: 


"Wash the clothes." 


BEHAVIOR- 


niiAnt will rJAi^A ihA Hi^lhM in Ih^ uutshfir Add Ihfi dfitfirn^nt cto^e thp lid 

and turn on the washer. 


STANDARD: 


Behavior within five minutes on three of four occasions- The clothes must be 
loaded and the washer used according to the operating Instructions. 




DRYER 1 148 


CONDITION: 


Given a washing machine (which has just completed a wash cycle) containing 
ten different Items of clothing and dryer. 


INSTRUCTION: 


"Put the clothes in the dryer." 


DBnAVtUK 


L/ifeni will open ine wasner, laKe OUI ine i>iouitR>, |jiai>t; incm in ine uiyei, anu 
close the ltd. 


STANDARD: 


Behavior within five minutes on three of four occasions. All ten items of 
clottiing must be placed in the diji^f^ 





DRYER II 149 


CONDITION: 


Given a diver containing ten different items of wet clothing. 


INSTRUCTION: 


"Dry ihc clothes." 


BEHAVIOR: 


Client will turn on the dryer to dry the clothes. 


STANDARD: 


Behavior wHhIn two minutes on three of four occasions. The dryer must be 
used according to the operating instructions, and the clothes must be dry 
when removed. 




CLOTHESLINE 150 


CONDITION: 


Given a washing machine (which has just completed a wash cycle) containing 
ten different items of clothing, a clothesline, and SO clothespins. 


INSTRUCTION: 


"Hang the clothes to dry." 


BEHAVIOR: 


Client v/ill remove each item oi clothing from the machine and use the 
clothespins to hang It on the clothesline. 


STANDARD: 


Behavior within 30 minutes on Uiree of four occasions. All ten items of 

clothing must be hung on the line using at least one clothespin per item, and 
ail clothing must remain on the line, without falling, for at least five minutes. 




CLOTHES REMOVAL 151 


CONDITION: 


Given a dryer (which has Just completed a cycle of drying) containing ten dif- 
ferent items of clothing and a table. 


INSTRUCTION: 


"Take the clothes from the dryer and put them on the table." 


BEHAVIOR: 


Client will open the dryer door, remove all Items of clothing, and place them 
on the tsble. 


STANDARD: 


Bdha^or wltnin three minutes on three of four occasions. All ten items of 
clothing must be taken from the dryer and placed on the table. 




CLOTHES FOLDING 152 


CONDITION: 


Given ten different items of clothing mixed together on a table 


INSTRUCTION: 


"Fold the clothes." 


BEHAVIOR: 


Client will fold each item- 


STANDARD: 


Behavior within 20 minutes on three of four occasions. Each item must be 
lolded correctly (sleeves over sleeves, pantslegs over pantslegs, seam to 
seam, etc.) and w<1nkles must be smoothed by hand. 
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SHIRT HANGERS 153 


CONDITION: 


Given five shirts and tlve wire hangers. 


INSTRUCTION: 


"Hang the shirts." 


BEHAVIOR: 


Client will put one shirt on each hanger and button the top button. 


cTAun ADn- 


oenavior wiinin live rninutes on mree or tour occasions, bacn nanger must oe 
inside the shirt sleeves and the top button buttoned. 




CLOTHES DRESSER 1S4 


CONDITION: 


Given a dresser (socks in one drawer, shirts in a second drawer, undershirts in 
a third drawer, and pants in a fourth drawer) and three pairs of socks, three 
shirts, three undershirts, and three pairs of pants, M folded. 


INSTRUCTION: 


"Put the clothes In the dresser where they belong." 


BEHAVIOR: 


Client wilt place each item In the correct drawer. 


STANDARD: 


Behavior within five minutes on three of four occasions. Ai) clothe must be 
put in the con«ct drawers. 




IRONING BOARD 15S 


CONDITION: 


Given a folded ironing board. 


INSTRUCTION: 


"Open the ironing boanJ." 


BEHAVIOR: 


Client will open the ironing board. 


olANUAKUi 


Denavior wiinin iwo minuius on (nree ui rour occbsiohs. ine iruiuny Doara 

must remain standing when opened. 




ELECTRIC IRON 156 


CONDITION: 


Given an opened ironing board, a hot electric iron, and five items of clothing 
requiring ironing. 


INSTRUCTION: 


"Iron the clothes." 


BEHAVIOR: 


Client vviil In3n each item. 


1 STANDARD: 


Behavior within ten minutes on three of four occasions. No wrinkles must 
remain on the clothes. 
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IRONING BOARD STORAGE 157 




uivon cin opviwy uvnin^ dqcIVU* 




"PnlH IhA Imnlnn hnarri " 
roiu \WwC iiuniny uOaiu* 


BEHAVIOR: 


Client will fold the ironing boaid- 


STANDARD: 


Behavior within two nnlnutes on thrse of four occasions. The ironing board 
must be folded correctly. 




CHILD BATHING 158 




/aiuon a halKtiih 1A full nf inarm ufalAr A tnufol AAan anri A ^htlri UAtirft ftlfi 


INSTRUCTION: 


"Bathe the child." 




Vllvlll Will UnUlcjbb lllo ClIliU, otfl lllc CIIIIU 111 lilt? Vf<KVIi f<llllOI lllV oUciP) pUI 

soap over the entire body of the child (except tor the eyes, nose and mouth) 
rinse off all soap, remove the child from the bathtub, and dry the child. 


STANDARD: 


Behavior within 30 minutes on three of four occasions. All clothes must be 
removed from the child before placing in the bathtub, and no dirt or water 
must be visible on the child after drying off. 




DIAPERS 1 159 


CONDITION: 


Given an unclothed baby that requires diapering, one diaper, and two safety 

pin 9* 


INSTRUCTION: 


"Diaper the baby." 


BEHAVIOR: 


Client will fold the diaper into a triangular shape, placing it directly under the 
Uauy s uoiiont) wiin iiws cmntfio ot uio ufci|^oi oiivmiiy uut iiuin vitii«i aiu« ui 

the baby and between the legs. Client will bring all three comers of the diaper 
to the front of the baby and pin them together with the safety pins. 


STANDARD: 


Behavior within five minutes on three of four occasions. The diaper must 
remain In place when the baby Is lifted underneath the arms. 
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DIAPERS )l 160 


CONDITION: 


Given an unclothed baby that requires diapering and one disposable diaper 
(ag., Pampers, Kimbies). 


INSTRUCTION: 


"Diaper the baby." 


BEHAVIOR: 


Client will open the diaper, placing the soft side under the baby's bottom, with 
the corners ol the diaper sticking out Irom either side of the baby and between 
the legs. Qient will then bring all four comers of the diaper to the front of the 
baby and tape the two corners on each side together. 


STANDARD: 


Behavior within five minutes on three of four occasions. The diaper must 
remain In place when the baby is lifted underneath the arms. 




CHILD DRESSING 161 


CONOITtON: 


Given an unclothed child and a shirt (with buttons) a pair of pants (with zipper) 
undetf^nts, a pair of socks, and a pair of shoes (with shoelaces) all of the cor- 
rect size. 


INSTRUCTION: 


"Dress the child." 


BEHAVIOR: 


Client wilt put the clothes on the child. 


STANDARD: 


Behavior within ten minutes on three ot four occasions. Clothes must be put 
on and buttoned, zipped, and tied correctly. 




HAIR COMB 162 


CONDITION: 


Given a child with hair long enough to comb and a comb. 


INSTRUCTION: 


"Comb the hair." 


BEHAVIOR: 


Client wltl use the comb to comb the child's hair. 


STANDARD: 


Behavior within five minutes on three of four occasions. A minimum of five 
strokes must be made with the comb and, after combing, there must be no 
snags in the hair. 
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CHILD FEEDING 163 




uiv6n a Child unabis lO i66a nifrvnersBii, a meai, ana a spuon. 


INSTRUCTION: 


"Feed the child." 


BEHAVIOR: 


Client witi use the spoon lo pick up the food and place it in the child's mouth, 
scraping the food off the spoon with the child's top teeth. 


STANDARD; 


Behavior within fifteen minutes on threeoHouroccasions. A minimum of ten 
spoonfuls must be fed to the child. The child must swallow the food in his/her 
mouth before the client presents the next spoonful. 




PLAYPEN 1 164 


condition: 


unren a child 1^ years oid and a oed or piaypen. 




rUl inc cnilu \in Inc ucu, ui In \ns piaypcnj. 


BEHAVIOR: 


Client wUt pick up the child and place the child in the place Indicated. 


STANDARD: 


Behavior within one minute on three of four occasions. The child must be 
picked up under the arms and must not be dropped- 




PLAYPEN il 165 


CONDI t ion: 


uiven a cniid 1*<> years oid m a oed or piaypen. 


insthuction: 


rat the Child on tne iioor. 


BEHAVIOR: 


Client will pick up the child and place the child on the floor. 


STANDARD: 


Behavior within one minute on three of four occasions. The child must be 
picked up under the arms and must not be dropped. 




PLAYGROUND 166 


condition: 


UIVBn S CnilQ a*0 yOars OIUi OUOilyBi nosr a oanullDX aiia owiii^wu 


INSTRUCTION: 


"Watch and take care of the child so that he/she does not get hurt." 


BEHAVIOR: 


Client will watch or help the child pJay and prevent the child from being 
injured. 


STANDARD: 


Behavior during a SO-minute play period on three of four occasions. The child 
must not be injursd during the 30*minute penod. 
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INJURY 167 


CONDITION: 


Given a description of a situation in which a child has been injured while 
playing. 


INSTRUCTION: 


"If this happens while you are taking care of the child, describe what you 

would do." 


BEHAVIOR: 


Client will describe emergency procedures appropriate to the injury. 


STANDARD: 


Behavior within five minutes on three of four occasions. The emergency pro- 
cedures described must include the fotlowing components: (1) removal 
from or termination of the injurious situation; (2) immediate first aid treat- 

ment ii neeoed, (o) contacting meoicai or emergency services, if needed, 

(4) notification ot child's parents or guardianS- 




NUMBERS 168 


CONDITION: 


Given only the verbal Instruction. 


INSTRUCTION: 


"Count to 100." 


BEHAVIOR: 


Client will verbally count to 100 by ones. 


STANDARD: 


Behavior within five minutes on threeoffo<.ro:cs8!on8. Ail numbers must be 
named in order. 




PICTURE GROUPS 1 169 


CONDITION: 


Given 25 different pictures and/or objects, placed In a random order, and ten 
randoml> selected numbers from 1 to 25. 


INSTRUCTION: 


"Count out (number named) of them." (Any one of the ten randomly selected 
numbers). 


BEHAVIOR: 


Client will count out the number of items named 


STANDARD: 


All ten numbers of pictures and/or objects must be counted out correctly, 
each within 30 seconds, on three of lour occasions. 




PICTURE GROUPS M 170 


CONDITION: 


Given ten different groups of 2 to 25 pictures and/or objects. 


INSTRUCTION: 


"How ma' y are there?" (Any one of (he ten groups) 


BEHAVIOR: 


Client wiU count out and name (he number of the items on the table. 


STANDARD: 


The number of picfures andtor objects in all ten groups must be named 
correctly, each wi(htn 30 seconds, on (hree of four occasions. J 
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NUMBERS WRITTEN 1 171 




CONDITION: 


Given Dsncil and Daoer. 




INSTRUCTION: 


"Write the numbers from i to 100." 




BEHAVIOR: 


Client will write the numbers Irom 1 to 100. 




STANDARD: 


Behavior within ten minutes on three ol lour occasions. All numtrars must be 
written in order. 






NUMBERS WRITTEN 11 172 




CONDITION: 


Given oencll and oaoer and ten randomly selected numbers Irom 1 to 100. 




INSTRUCHON: 


"Write (number named)." (Any one ol the ten randomly selected numbers) 




BEHAVIOR: 


Client will write the number named. 




STANDARD: 


All ten numbers rT>ust be written correctly, each within ten seconds, on three 
of tour occasions. 






FLASH CARDS — NUMBERS 173 




CONDITION: 


Given ten dillerent flash cards with the numbers from 1 to 100. 




INSTRUCTION: 


"What is this numtiar?" fAny one of the ten cards) 




BEHAVIOR: 


Client will name the number on the Hash card. 




STANDARD: 


The numbers on all ten cards must be named con«ctiy, each within ten 
seconds, on three of four occasions. 






ADDITION 1 174 




CONDITION: 


Given five ons cotumn addition problems of two numbers each, written on 

Daoer. and a oencil 




INSTRUCTION: 


"Add these problems." 




BEHAVIOR: 


Client will add the numbers and write the sums. 




STANDARD: 


All five problems must be added correctly, each within 30 seconds, on three of 
four occasions. 
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ADDITION It 175 


CONDITION: 


Given five two-column addition problems with two addends each (no carrying 
requUed). written on paper, and a pencil. 


INSTRUCTION: 


"Add these problems." 


BEHAVIOR: 


Client will add the nu*nl>er« and write the sums. 


STANDARD: 


All five pfoblms must bs added conectly. each within one minute, on three of 
four occasions. 




ADDITION III ire 


CONDITION: 


Given five iw(H»>lumn addition problems with two '.Udends each (carrying 
required), written on paper, and a pencil. 


iNSTRUCTION: 


"Add these problems." 


BEHAVIOR: 


Client wi)) add the numbers and write the sums. 


STANDARD: 


All five problems must be added correctly, each within two minutes on three 
of four occasions. ' *. 




SUBTRACTION 1 177 


CONDITtON: 


Givon five one-column subtraction problems, written on paper, and a pencil. 


INSTRUCTION: 


"Subtract these problems." 


BEHAVIOR: 


Client will subtract the numbers and write the differences. 


STANDARD: 


All five problems* must be subtracted correctly, each within 30 seconds, on 
three of four occasions. 




SUBTRACTION H 178 


CONDITION: 


Giver, five two-column subtraction problems (no borrowing required), written 
on paper, and^ pencil. 


INSTRUCTION: 


"Subtract these problems." 


BEHAVIOR: 


Client will subtract the numbers and write the differences. 


STANDARD: 


All five problems must be subtracted correctly, each within one minute, on 
three of four occasions. 
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SUBTflACTION III 179 


CONCiTION: 


Given five two-coiumn subtraction problems <borrowing require^, written on 
paper, and a pencil. 


INSTRUCTION: 


' Subiiact these croUems." 


SEHAVIOR: 


Client will subtract the numbers and write the (Sffeiences. 


STANDARD: 


Ail Hve problems must be subtracted correctly, each within two minutes, on 
three of four occasions. 




MULTIPLICATION! 180 


CONDITION: 


Qlven five one-column multiplication problems, written on paper, and a pencil. 


INSTRUCTION: 


"MultiDiv these problems." 


BEHAVIOR: 


Client will multiply the numbers and write the products. 


STANDARD: 


All five problems must be multiplied correctly, each within 30 seconds, on 
three of four occasions. 




MULTIPLICATION 11 181 


CONDITION: 


Qiven Ave two-column multiplication problems, written on paper, and a pencil. 


INSTRUCTION: 


"Multiply these problems." 


BEHAVIOR: 


Client will multiply the numbers and write the products. 


STANDARD: 


All five problems must be multiplied con«ctly. each within one minute, on 

three of tour occasions. 




DIVISION 1 182 


CONDITION: 


Given five division problems, with one digit In the divisor and one in the divi* 
dend, written on paper, and a pencil. 


INSTRUCTION: 


"Divide these problems." 


BEHAVIOR: 


Client will divide the numbers and write the quotients. 


STANDARD: 


All live problems must be divided correctly, to the nearest whole number, 
each within 30 seconds^ on three of four occasions. 
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DIVISION II 183 


CONOmON: 


Given live dMsion problems, wiit> two dtqits in the divisor and two in the 
dividend, written on paper, and a pencil. 


INSTRUCTION: 


"Divide these problems." 


BEHAVIOR: 


Client will divide the numtMfrs and write the quotients. 


STANDARD: 


All five problems must be divided correctly, to the nearest whole number, 
each wlthtn one minute, on three of tour occasions. 




MONEY 184 


CONDITION: 


Qiven five pennies, five nicitels, two dimes, three quarters, and ten randomly 
selected numbers from 1 to 99. 


INSTRUCTION: 


"Count out {number named) cerits." {Any one of tlie ten randomly selected 
numbers). 


BEHAVIOR: 


Client will count out the amount named. 


STANDARD: 


All ten counts of money must be counted out correctly, each within 30 
seconds, on three of four occasions. 




CHANGE 185 t 


CONOrrtON: 


Given five pennies, five nickels, five dimes, and five quarters. 


INSTRUCTION: 


"Iriake change for a (nicltel, dime, quarter. half-doUar, dotlaO- 


BEHAVIOR: 


Client maltes the change. 


STANDARD: 


Behavior wrtthln one minute of each instmction. The appropriate amount of 
change must be made for each coin. 




ALPHABET 186 


CONDITION: 


Given only the vertial instructfon. 


INSTRUCTION: 


"Name the letters of the alphabet." 


BEHAVIOR: 


Client will verbally name the letters of the alphabet. 


STANDARD: 


Behavtor within tvifo minutes on three of four occasions. All 26 letters must be 

nnmAH In nivlAp 
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FLASH CARDS - ALPHABET 187 


CONDITION: 


Given flash cards with the letters from A to Z {capitals), presented In a random 

order 


INSTRUCTION* 


"What is this letter?" (Anv letter from A to Zt. 


BEHAVIOR: 


Client will name the letter on the flash card. 


STANDARD 


All 2& letters must be named con-ectly, eadi within ten seconds, on three of 
four occasions. 




ALPHABET WRITTEN 1 188 


CONDITION* 


GiMn Dfincil and DaD6f. 


INSTRUCTION: 


"Write or Drint the letters of the eUohabet." 

WIPlv ^rl Prill %M 1 V iBalvIV ^rl *l Iw «HIvII«PV9 4b 


BEHAVIOR: 


Client will write or print the letters of the alphabet 


STANDARD: 


Behavior within five minutes on three of four occasions. All 26 letters m usl be 
written or printed In order, In eRher capital or small letters. 




ALPHABET WRITTEN II 189 


CONDITION: 


Giv6n Dpncil rind osDPf 


INSTRUCTION* 


"Write or orlnt (letter named) " lAnv letter from A to Z) 

TTI il^r ^rl prl'll^ llValvl IIBIIIvVIb U^IIV Ivt^^^l ll^rlll ■ ■ feV ^mf 


BEHAVIOR: 


Client will write or print the letter named. 


STANDARD: 


All 26 letters must be written or printed correctly, each within ten seconds, on 
three of four occasions. 




NAME AND ADDRESS 190 


CONDITION: 


Given Dencil and naoer. 

^tfllVmi Irvllwll m 1 V ^'Blrvl* 


INSTRUCTIOH- 


"Write or nrtnt \rour name address. And Dhonfi UUiTlh&fJ* 

TTI lis Wl Uillll wWm llwlllKj OVUIEvvf CII^J |*IIVII» ww^wiimf^tm 


BEHAVIOR: 


Client wilt write or print first and last name, address, and (rtione number. 


STANDARD: 


Behavior within five minutes on three of four occasions. All items must be 
printed or written legibly and correctly. 
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SIGNS 1 191 


CONDITION: 


Given flash cards with 35 functional reading words or signs printed on ttiem in 
random order. (Men,- Women, Ladles, Gentlemen, Rest Rooms, Phone, 
Telephone, Information, Open, Closed, Bus Stop, Taxi, Airport, Train, Tickets, 
Poison, Flammable, Combustible, No Smolting, Keep Out. High Voltage, 
Danger, Warning, Caution, US Mall, Hospital, Food, Gas, Exit, Stop, Yield, 
Walk, Don't Walk, School, First Aid). 


INSTRUCTION: 


"F'bint to the (flash card named) sign." (Any one of the 35 words) 


BEHAVIOR: 


Client will point to the flash card named. 


STANDARD: 


All 35 cards must be pointed to correctly, each within thirty seconds, on three 

of four occasions. 




SIGNS II 192 


CONDITION: 


Given flash cards with 35 (unclional reading words or signs printed on them. 
(Men, Women, Ladies, Gentlemen, Rest Rooms, Phone, Telephone, Informa- 
tion, Open, Closed, Bus Slop, Taxi, Airport, Train, Tickets, Poison, Flammable, 
Combustible, No Stnoking. Keep Out, High Voltage, Oange^ Warning, Cau- 
tion, US Mail, Hospital, Food, Gas, gxit, Stop, Yield, Walk, Don't Waik, School, 
First Aid). 


INSTRUCTION: 


"Name this sign." (Any one of the 35 flash cards) 


BEHAVIOR: 


Client will name the word(s) on the flash card. 


STANDARD: 


All 35 words must be named correctly, each within ten seconds, on three of 
four occasions. 




ALPHABETIZING 193 


CONDITION: 


Given ten books or file folders with titlea 


INSTRUCTION: 


"Put ttiese in alphabetical order." 


BEHAVIOR: 


Client w'>l arrange ttie books or folders :ri alphabetical order by title. 


STANDARD: 


Behavior wiffiin five minutes on three of four occasions. All ten books or 
folders must be arranged in correct alphabetical order. 
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CLOCK 194 



CONDITION: Given a clock and ten randomly selected times (e.9.. 5:15, 3:22). 

INSTRUCTION: "Wh^l time ts ti?" (Any one o< the te» times, hands of the clock positioned to 
reoresent that time) 

BEHAVIOR: Client will name Ihe time. 

STANDARD: All ten ilmes must be named correctly, each within 30 seconds, on three of 
lour occasions. 
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SKILL SUMMARY CHART 



■ Skill Ob}Mtlv» Not OonsMtmlAppHeabl* Trainet: 

B Skill ObjMtlv«MMl»ratf TrainM(8): 

PRE-VOCATIONAL SKILLS 

MIW AmnoMil Training 

Okie Dale 

Summary SMIIOI^mUv* + o» - 0«l« Begun Completed 



D 1 FuH-TiineJob □ 

Q 2 Part-Time Jrt> □ 

□ 3 Job Identification I □ 

□ 4 Job liientification t l (h 
Q 5 Occupaltoni q 

□ 6 Reasons g 



Q 7 Color Discrimmation I Q 

□ 8 Color DUcriminatio n II Q 

□ 9 Texture Discrimina tion I □ 

□ I Q Texture Discrimina tion IQ 



Q 1 1 Pirvcer Grasp Q 

Q 1 2 Nuts and Bolts p 

Q 1 3 Nuts and Bolls; Siz e q 

□ 1 4 ColofSortina Q 

□ 1 5 Mze Sorting q 
Q 1 6 Shape Sorting q 

□ 1 7 3olt Sorting O 

□ 1 8 Nuts. Bolts, washer s Q 

□ 1 9 Oblect Packing Q 

□ 2 0 Glass Packirq □ 

□ 2 1 Taping □ 
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SKILL SUHHAAY CHART 



■ Skill ObjacUva Not Con$tfl«eflApptic«bl« 
m Skill ObJwUwMMteml 



Tralneo: 
Tfainer(s): 



Summarjr 



PRE-VOCATKMAL SKILLS 
tnRMAwMimml 



Skill ObiMHM 



+ or - 



Dale 



Date 
Completed 



□ 
□ 
□ 
□ 
D 
□ 
□ 
□ 
□ 
□ 
o 

Q 
D 
□ 
□ 
□ 
□ 
D 
D 
D 
□ 



23 String 



24 LoBoFold 



25 Short Fold 



2 6 Third Fold 



27 LBltef 



28 Envelops 



29 Stamp 



30 pages 



31 Stapler 



3 2 Rubber Bancb 

3 3 StraiflhtLlne 

34 Curved Line 



35 Tools I 



36 Tools II 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

D 
D 
□ 
□ 

□ 



3 7 Tool Discriminatio n I q 

3 8 Tool Discriminatio n II Q 

3 9 Wood Rasp □ 

□ 

_ . o 

42 Hack Saw Q 



40 CoplnflSaw 



41 M;ier Box 
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SKILL SUMMARY CHART 



■ Skill Obiwtivtt Not ConsitftradApplicabIt Tralnes: 

B SlciHObiMtiwM»t*rMl Train«(s): 

PRE-VOCATIONM. SK1U.S 
InlUtl ASMMiUMt Tratnlng 

Date Date 

Summary Skill Obl*cliv« + or - Dalt Began Completed 



O 43 Wood Plane O 

□ 44 Ctow Hammer I □ 

□ ClawHamnwII Q 
O 46 Vise □ 

□ 47 Wrsnchl Q 

D 48 Wrandill □ 

O 49 Ratchet I Q 

a so Ratchet H □ 

□ SI Brace and Bit □ 
O 52 Screwdflvar □ 

□ 53 Utility Knite □ 

□ S4 PHers q 

Q 55 Tin Snips q 

Q 5 6 fti'nl Can q 

Q 5'/ Staple Gun q 

□ 58 Paint Bfuai Q 

D S 9 flute □ 

Q 6 0 Sandpaper Q 

D 61 U»el Q 

n 62 Square ^ □ 

□ 6 3 HatKlSaw □ 



V8C85 



8 'J 



SKILL SUMMARY CHART 



9 Skill Obitetiw Not ConsltfvradAppltcsble 
BB Skill OblMllwMMtortd 



Trainee: 
Tratneits): 



PRE-VOCATIONAL SKILLS 
liritW AMMwmnt 



Training 



Summsry 



Skill OblKtlvt 



♦ o» - 



□ate 



Date 



Date 
Completed 



o 


64 


HackSMvHada R 


o 


65 


CoDirwSawBlarie H 


o 


66 


Bit n 


D 


67 


Socket n 


□ 


68 


staples n 




6S 


Tool Cleaning n 


□ 


70 


Toot Storage n 


□ 


71 


Sandpaper [Hscriminationf] 


D 


72 


Sandpaper Dlscrlmlnationn 


a 


73 


Sandpaper DlscrlmlnatlonD 


D 


74 


.■SajdpaBgr ■PisaJmiMt'onQ 


0 


75 


Mint Ditcri-nlrMtkm 1 D 


a 


76 


Paint ascrimmatkm II CI 


D 


77 


01)iect AsserMy f O 


□ 


78 


Obiect Assembly II n 


a 


79 


Job Product 1 n 


a 


SO 


Job Product M n 


□ 


81 


Hous^old Ctt>i<ct£ n 


□ 


82 


Wiping Cloth n 


0 


83 


Bed Sneels H 


D 


St 


Mattress n 
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SKILL SUMMARY CHART 



■ Skill Obi»cUv« Not ConsWeredAppliciibto 
m Skill ObjMtlveMMtored 



Trainee: 
Tralneifs): 



Summary 




Skill QblMtU* 


+ or 


□ 




Unmade Bwt 


□ 


G 


86 


Broom 


□ 


□ 


87 


Mop and Bucket 


□ 


□ 


88 


Floor Wax 


a 


□ 


89 


Vacuum Cleaner 


□ 


□ 


90 


Dust Rag 


□ 


□ 


91 


Bathtub 


□ 


□ 






□ 


□ 




WInOwWS 


□ 


□ 


94 


Drapes 


□ 


□ 


95 


Grof^ry (Jfst 


□ 


□ 


96 


Qroeerv Store 


□ 


G 


97 


Grocery Bill 


□ 


□ 


98 


Food Storage 


□ 


□ 


99 


Refrigerator Items 


□ 


□ 


lOOCaMnM Itftmst 


□ 


D 


101 Cabinet Items II 


□ 


Q 


102 Apron 


□ 


C 


103 Hot mitt 


□ 


n 


104 Cold water 


□ 


Q 


105 Stove 


□ 



PRE-VOCATIONAL SKILLS 
billlfilAMaemwnt 

Oale 



Tiatnlnii 



Oale 
Begun 



Date 
Completed 
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SKILL SUMMARY CHART 



■ Skill ObjMllve Not ConsWerad Applicable Trainee: 
« Skill Objective Mastered TraineiM: 

PRE-VOCATIONM. SKILLS 
Inlllal AttMtnwnt 



Training 



Summary 



Skill ObjMllM 



+ « - 



Data 



DMt 
Bagun 



Dale 
Complatad 



06 
07 

08 

09 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 

20 
21 
22 
23 
24 
25 
26 



Malches 



TcakflllU 



Glass Jars 



CanOp«ner 



Bottle Opeiwf 



•^ood Wrap 



Egg 



Measuring Cup 



Measuring Spoons 



Roiling Pin 



Mixer 



Rubber Scraper 



Oven I 



KrvlBQ Pan 

Paring Knifa I 
Paring Knife II 



Sandwich 



Milk 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
O 
O 
□ 
D 
□ 
□ 
□ 
O 
□ 
□ 
C 
□ 
D 
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SKILL SUMMARY CHART 



■ Skill Obitctlve Not ContldttredAppllcabto Trainee: 

B Skill ObfeellvtMMtowd TraiMf(s): 

PRE-VOCATIONAL SKILLS 

InHM AssMtiMirt Training 

Date Dat* 

Sumnwiy SMI Obfacthw + or - Date Btsun CompMed 



□ 127 ia«rh«i«»aM 



□ 12S Tahle PrBParation 

□ 129 HOt'PadS 

□ 13^ Dish Removal 

□ 131 Dirty Dtehw I 

□ 132 Dirty Dishes II 

□ _jQsstm^ 



□ 134 Dtshwashing 
Q 135 Stei-ilns 



□ 136 Wtchen Counter 

Q 137 Dishwasher 



□ 136 Dish :ta9 

□ 139 Dbh Storage 

□ 140 Sewing Newte 

□ 141 Shirt and Buttons 

□ 142 Dress Ham 

□ 143 Seeks 



□ 144 Sciaors 



□ IA5 Sewing Machine 

□ 146 Clothes Sorting 
Q 147 Washing Machine 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

a 
□ 
□ 
□ 
□ 
□ 
c 
□ 
□ 
□ 
□ 
□ 
□ 
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SKIU SUMMARV CHART 



H Skill ObiwUve Not ConsidvmlAppllcaU* 
S Skill ObjMtlv»MMto»d 



Tniin9i(s): 



Summvry 



PREWOCATIONAL SKILLS 
InHW AMtHmtnl 



Training 



SktU obl«ctw« 



+ or - 



Dat* 



Oal« 
B«sun 



Dale 
Completed 



48 Dfver 



4» " 



50 Clothertine 



51 



Cloihes Removal 



52 Clothes Folding 

53 Shirt Hangers 

54 Clothes Dresser 
56 IfOninfl Hoard 

56 Electric Iron 

57 Ironlna Board StOf an* □ 

58 Child Bethir»fl 

59 Diapers I 



60 Diapers II 



61 Child Dr«ilr>g 

62 Hair Comb 

63 Child Feeding 

64 Playpen I 



65 Itaypen H 

66 Playground 

67 Injury 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



68 Numbers 



o 
□ 
□ 
□ 
o 
□ 
□ 
□ 
□ 
□ 

G 
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SKIU SUMMARY CHART 



■ Skit) ObJtcUvtt Not ConsMsredAppUcablt 
m Skill OblwtiwMMtend 



Trainee: 

Train9T(s): 



Summiry 



Skill ObiMlIm 


+ Of 


Picture OrouKI 




Picture Groups 11 


c 


Numbtrs WrHtm 1 


u 


Numbars Wrnten II 


a 


FiKh Cards - Numbers 


u 


Addition 1 


□ 


Addition II 


□ 


Addition III 


D 


Subtraction 1 


Q 


SubtracUon tl 


□ 


Subtraction III 


a 


Multiplication 1 


□ 


Multiplication II 


□ 


Division 1 


□ 


Division 1) 


□ 


Money 


c 


Change 


□ 


Alphabet 


□ 


Flash Cards* Alphabet 


□ 


Alphabet Written 1 


□ 


« 

Alphabet Written II 


□ 



PRE-VOCATIONAL SKILLS 
Date 



Training 



Oalt 
Begun 



Date 
Completed 



169 
170 
171 
172 
173 
174 
17S 
176 
177 
178 
179 
180 
181 
182 
183 
184 
185 
186 
187 
188 
189 
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SKIU SUMMARY CHART 



■ Skill Objwttvt Not Contidtrwl AppUcabIt Tralnet: 

K3 Skill OblwtlwMMtond Tr«lMf<Q): 

PR&VOCATIONAL * KILLS 

InUWAMMMMnt Training 

Oalt Date 

Summary Shil) OI^mUv* + « - Oatt e«flun Compl«i«d 



□ 190 Nwiw and AiMre» Q 



O 191 SiciMl □ 

□ 192 SlQiitll □ 

□ 193 AlPfiabetizinq Q 

□ 194 Ctock □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

D □ 

□ □ 

□ □ 

Q □ 

□ • Q 

D □ 

D □ 

Q □ 

D □ 
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JOB SEEKING SKILLS 



« 



JOB SEEKING SKILLS 



Job seeking skills are those behaviors involved in localing and applying for employment. These 
skills include knowing where and how lolook for job openings. Trainees often have good job skills 
but tack the skills necessary to find openings suited lo Itiose talents. A client may know ttiat some 
job openings are printed in ttie newspaper, but he/she often does not realize that word-of-mouth 
and helping agency contacts are often more productive sources. 

Job seeking training includes helping ttie client lo learn about such things as people and 
agencies with job opening information, employers, placing ads. interpreting ads. matching skills 
to lobs, on-the-job training, qualifications, applications, and resumes. Some skill objectives 
require only verbal behaviors such as naming personsor agencies. Other skills are more complex, 
requiring actual preparations or contacts. 

As described in Chapter 1, skill objeciives may be modified to suit the client, training program, 
or setting. Modifications may be made in one or more of (he following ways: 

1. Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives that may be needed. (These should be written m the same formal 
as the ones Included here. Some blank forms at the end of the chapter are provided for that 

purpose) 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, and/or (c) standards to suit a client with particular needs or handicapping con- 
ditions or to better suit the purpose of training. 

For example, with a mentally retarded client, theoblective thai requires that a resume be written 
might be deleted (t) as not appropriate. A new skill objective might be added (2) m which the 
client tells about the Jobs he/she has had. Or the condition, behavior, and standard of the resume 
objective might be modified (3) to require that the client's family or instructor aid <n preparation of 
a short work history and training resuma 



Intended use of the Job seeking skill objeciives is provided by the folkiwing illustration. 





SOURCES 1 


CONOITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Name seven places to find out about Job openings." 


BEHAVIOR: 


Client will name seven sources of Job opening information. 


STANDARD: 


Behavior within five minutes on three ol lour occasions. The sources named 
must be seven of the following: employers, relatives, friends, newspaper, 
radio, television, Departmenl of Human Resources (or similar health or 
weliare agency), employment agency. 
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An INITIAL ASSESSMENT of "+ " on the Skill Summary Chart indicates that, upon instruction 
from the train w, the client successfully named seven sources of {ob opening information, within 
five minutes, on three of four occasions. Thus, the plus and date were entered under "INITIAL 
ASESSMENT", a " -I- " entered in the summary column and no additional training on this skill ob- 
jective was required. If the trainee had not demonstrated mastery of the skill in the initial assess- 
ment, the instructor would have marked "-" under "INITIAL ASSESSMENT" and then begun 
training at that time or on some later date^ 
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JOB SEEKING SKILLS INDEX 



1. Sources 

2. Contacts 

3. Job Infonnation 

4. Names 

5. Advertisement 

6. Newspaper 

7. Want Ads 

8. Job Comparison 

9. Job Skills 

10. Current Skills 

11. Needed Skills 

12. Training 

13. Skill Description 

14. Skill Requirements 

15. Preference 

16. Resume 

17. Communication 

18. Job Qualifications 

19. Location 

20. Applications 



ioo 
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SOURCES 1 




Riuon Anil/ Iho uorHal liiRlnmllnn 


INSTRUrTIOM* 


"Mamo Muon niAftOR In flnri mil Ahntil loh ODfininas " 

IvQlllv OWvIl UIOvSO tV IIIIW V|ll OVVUt JVM V|#viiaii^aA 


BEHAVIOR: 


Client will name seven sources of job opening inforoiation. . 


STANDARD: 


Behavior within five minutes on three of four occasions. The sources named 
must be seven of the following: employers, relatives, friends, newspaper, 
radio, television, Depwtment of Human Resources (or similar health or 
welfare agency, employment agency. 




CONTACTS 2 


CONDITION: 


Given the names of five relatives, friends, or people with whom the client has 

inlam^laH In lha nanl 


INSTRUCTION: 


"Contact five people that you know to see If they know of any Job openings." 


BEHAVIOR: 


Client will telephone or t^k in person with five of the above people and state 
the fact that hefehe Is looking for a Job. 


STANDARD: 


Behavior within three days. The fact that he/she Is looking tor a Job must bo 
stated, and the response and/or Instructions given by each of the five persons 
must be stated by iHe client. 




JOB INFORMATION 3 


CONDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Find three different places that have Job openings and write down the 
employer's naot^ address or phone number, and type of Job." 




Plianl tullt Irwale three rilfferenl loh ODenlnas lllV uSlm newsDaoer. radlO. 

WllVni will l^vBlO IIIIOO UlllOldll JUU Wl^lllliyo \VJ wiiiu imrapcipvi, aHuivf 

television, word-of-mouth, or other forms of communication) and write the re- 
quired information. 


STANDARD: 

* 


Behavior within three days. The employer's name, address or phone number, 
and type of job for three different job openings oiust be written correctly. 
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NAMES 4 


CONDITION: 


Given only.the verb^ instruction. 


instruction: 


"Name three peopie tliat are responsible for intenriewing and hiring people 
and wheiB thsv work " 


BEHAVIOR: 


Client will state the namee of three different people and their places of work. 


STANDARD: 


Behavior within three minutes on three of four occasions. Each person named 
must be in a managedal portion In which they are responsible for 

interviewing potential employees. 




ADVERTISEMENT 5 


CONDITION: 


Given only the verbal instmctton. 


INSTRUCTION: 


"Make uD an ad of no mors than 30 words that includes vour name, address 
and/or phone number, that you are looking for work, and at least one skill thai 

vQu hauA " 


BEHAVIOR: 


Client will write an ad with the required information. 


STANDARD: 


Behavior within 30 minutes on three of four occasions. The ad must bea max* 
Imum of 30 virorde and include the necessary infomnation. 




NEWSPAPER 6 


CONDITION; 


Given an approved ad for work wanted and the procedure for placing the ad in 
the local newsoaoer. 


INSTRUCTION: 


"Ptaca the ad in the newsDaoer." 


BEHAVIOR: 


Client will folkw the procedure to piaae the ad In the newspaper. 


STANDARD: 


Behavior within seven days. The ad must appear in the newspaper. 




WANT ADS 7 


CONDITION: 


Given the ciassiried adverlisements of a newspaper containing a minimum of 
ten iob ooeninas and/or notlcds for on-the-iob Irainina. 


l<iSTRUCTION: 


"Point to three different Mis for leb ooeninds or on*the*iob trainina." 


BEHAVIOR: 


Client will point to three different ads. 


STANDARD: 


Behavior within three minutes on three of four occasions. Each of the three 
ads must be different and state an opportunity for employment or training. 
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JOB COMPARISON 8 


CONDmON: 


Given written descriptions of six different job openings, randomly grouped in- 
to three pairs. 


INSTRUCTION: 


"Tell me two similarities and two differences between the jobs in each pair, in 
terms of skills, tools, or materials." 


BEHAVIOR: 


Client will describe two similarities and two differences for each pair of jobs. 


STANDARD: 


Behavior within ten minutes on three of four occasions. Two similarities and 
two differences must be given lor each patr and must be accurate in terms of 
skills, tools, andfOr materials. 




JOB SKILLS 9 


CONDITION: 


Given the written descriptions of three different job openings. 


INSTRUCTtON: 


"Tell me or show me three different skills that people must have when they 
wortc at each of these three jobs." 


BEHAVIOR: 


Client will verbally describe or physically demonstrate three skills for each 
Job. 


STANDARD: 


Behavior within 30 minutes on three of four occasions. The three skills 
described or demonstrated for each job must be skills Involved In that job. 




CURRENT SKILLS 10 


CONDITION: 


Given the written descriptions of three job openings that require sKills cur- 
rently in the client's repert(rfre and three job openings that require one or 
more skills not currently In the client's repertoire. 


INSTRUCTION: 


"Name the jobs that you can do with the skills you currently have." 


BEHAVIOR: 


Client will name the three jobs that require skills currently in his/her reper- 
toire. 


STANDARD: 


Behavior within three minutes on three of four occasions. The jobs named 
must require only those skills currently In the client's repertoire. 
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NEEDED SKILLS 11 


CONDITION: 


Given the written descriptions ol three job openings that require skills cur- 
rently in the client's repertoire and three lob openings that require one or 
more skills not currently in the client's repertoire. 


INSTRUCTION: 


"Name the Jobs that you cannot do with the skills you currently have " 


BEHAVIOR: 


Client will name it» three jobs that require skills not currently in his/her reper- 
toire. 




Benavior wilmn three minutes on three oi lour occasions. The jobs named 
must require one or more skills not currently in the client's repertoire. 




TRAINING 12 


CONDITION: 


Given the written descriptions of three j(A openings that requite skills .up 
rently in the client's repertoire, three job openings that require one or more 
skills not currently in the client's repertoire, and three job openings that re- 
quire one or more skills not currently in the client's repertoire and that offer 
on-the-job training. 


INSTRUCTION: 


"Name the jobs that you cannot do with the skirls you curently have, but that 
offer on-the-job training." 


BEHAVIOa- 


Client will name the three jobs that offer on-the-job training. 


STANDARD: 


Behavio. within three minutes on three of four occasions. The jobs named 

must require one or more skills not currently in the client's repertoire and of- 

fer on-the-job training. 
« 




SKILL DESCRIPTION 13 


CONDITION: 


Given the written descriptions of three job openings that require skills cur* 
rently in the client's repert(rire. 


INSTRUCTION: 


"Tell me or show me one or more skills that you currently have that are needed 
for each of these jobs." 


BEHAVIOR: 


Client will describe or demonstrate one or more skills for each job. 


STANDARD: 


Behavior within '4^ minutes on three of four occasions. The skills described or 
demonstrated must be involved in each job and currently must be in the 
client's repertoire. 
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SKIU REQUIREMENTS 14 


CONDfTlON; 


Given the written descriptions of three job openings that require one or more 
skills not currently in the client's repertoire. 


INSTRUCTION: 


"Tell me one ormore skills needed for each of these Jobs that you currently do 
not have." 


BBIAVtOR: 


Client will describe one or more skills for each job that he/she currently does 

not have. 


STANDARD: 


Behavior within ten minutes on three of four occasions. The sitills descritied 
must be involved in each job and currently must not be in the client's reper- 
toire. 




PREFERENCE 15 


CONDITION: 


Given written descriptions ot five different job openings that require skills 

(•iinMnttw in thn r*ll(tnf*R ntnorinlnt 
i#uiiviii«y III Liiv WIIVII4 9 ivpvitviiv. 


INSTRUCTION- 


"N;)me the lob that vou would mosl like to do." 


BEHAVIOR: 


Qlent will name a Job. 


STANDARD: 


Behavior within five minutes. The same Job must be selected on four con- 
secutive dE^ 




RESUME 16 


CONDITION* 


GImn a samDlfi codv of an amDlDViTififit ffisunfi. 

W II Q 0HIIIUIV wWUT ^rl Qll Vlil^rfV^IIIV 111 tWHI'^JVd 


INSTRUCTION: 


**Wf1ta a rasumo about vours^f followlna tha format of this samDlfi " 


BEHAVIOR: 


Client will write a resume following the format of the sample^ 


STANDARD: 


Behavior within one day. The resume must consist of accurate information in 
each of the following areas: (1) name, address, telephone number; {2) age, 
date of birth; sex; (4) marital status; (5) education; (S) wortc experience; 
(7) speciai skills/abfrilles; interests; and (9) references (a minimum of 
three persons — names, addresses, telephone numbers). 
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COMMUNICATION 17 


CONDITION; 


Given the written names, addresses, and phone numbers of three different 
employers or companies. 


INSTRUCTION: 


"Contact these three employers or companies to ask ^out working there and 
tell me what they say to you." 


BEHAVIOR: 


Client will telephone or talk in person with a representative of three of the 
above employers or companies, will state client's name and the fact that 
he/she Is lookino for a Job, and later describe their response. 


STANDARD: 


Behavior-within three days. When called by the supentsor, all three employers 
or conpanies must confirm that the clitint stated his/her name and desire for 
worK, anu tneir response to ine client must De in agraBment with tne client s 
description of their response 




JOB QUALIFICATIONS 18 


CONDITION: 


Given written descripttons of three different Job openings, each including 
name of employer and address or phone number: 


INSTRUCTION: 


"Contact the employer for the Jobs, find out what the minimum Job qualifica* 
tions are^ and tell me what they ar&" 


BEHAVIOR: 


Client will t^ephone or talk in person with each employer about minimum Job 
qualifications for each job and later describe the employer's response. 


STANDARD: 


Behavior within three d^. When all three employee are called by the super* 

VI our 8IIU BsKuQ BOUUI minilllUIII |UU ^USIIIIwBIIUIIilf intnv VtroilwIlaVa inUai UV III 

agreement vrith the client's description of their responses. 




LOCATION 19 


CONDITION: 


Given only the verbal Instruction. 


INSTRUCTION: 


"Locate five emptoyers or companies that hire persons with the same sifills 
that you have." 


BEHAVIOR: 


Client will locate and name five employers or companies. 


STANDARD: 


Behavior within three days. Employers or companies must employ persons 
with skills similar to those of the client. 



VBC102 



APPUCATIONS 20 



CONDITION: 
INSTMICnON: 
BEHAVIOR: 
STANDARD: 



Given three different application forms for three Job opeidngs. 

"Comptete the applications." 

Client will fill in the three applications. 

Behavior within turee hours on three of four consecutive occasions. All infor 
mation given must be accurate, legible, and In the appropriate spaces 
provided. 
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SKILL SUMMARY CHART 



m SklUObJtdlwNotContMwwtAppltovbto TralnM: 

9 SItltlONictlwMastoMd Train«f(s): 

JOB SEEKING StUUS 
tnHMAwMMMnt TTrinIng 

Oat* Dat* 

Summaiy Skill Ob}MUii« * ot - oata Sagun Complatad 



□ 1 Samti □ 

Q 2 Contacti q 

□ 3 Job Infcmirtlon □ 

□ * Wwnw □ 

□ 5 Adwrtbamenl □ 

□ 6 Nwtfpiptr Q 

□ 7 Want Ads Q 

□ 8 Job ComPifiton □ 
a 9 JobSklHl Q 

□ 10 OifWnt Skilll □ 

□ 11 W*«did Skilll □ 

□ 12 TraininB q 

□ 13 SMIl Dwcriptlon q 

□ 14 SMIl Rtqultumiti □ 

□ IS PfafartiiCT Q 

□ 16 Real ma □ 

□ 17 Commiinlcrtion q 
a 18 JobQualHicatlont Q 
Q 19 LoCriton □ 

□ 20 Applications Q 

rf Q 
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VBC CHAPTER 4 



INTERVIEW SKILLS 



I 



INTERVIEW SKILLS 



Merview skills are the behairiors involved in preparing to be interviewed and in presenting a 

favorable and accurate impression of one's self in a job interview. Sucti skills include knowing 
wtiat to expect, tiow to respond, and how 19 gain additional information from a prospective 
employer. 

Interview slult training includes practice in scheduling an interview, dressing appropriately, 
locating the place of the Interview, responding to the questions that emptoyer-interviewers 
usually ask, being able to represent any skills or handicaps in an tionest but positive way, gaining 
information from the interviewer, creating an overall favorable impression, and following up on the 
Interview. Most clients have some of these skills but are not totally competent In putting all of the 
necessary components together. 

As described in Chapter 1, skill objectives m^ be modified to suit the client, training program, 
or setting. Modifications m^ be made in one or more of the following vrays: 

1. Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives thai may be needed. (These should be written in the same format 
as the ones Included here. Some blank forms at the end of the chapter are prodded for that 
purpose V. 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, and/or (c) standards to suit a client with particular needs or handicapping con- 
ditions or to better suit the purpose of training. 

For example, with a particularly reticent or shy client, the skill objective that requires eye con- 
tact while either party is speaking might be deleted (1) as not appropriate. A new skill objective 
might be added (2) in which the Client Speaks more loudly. Or the condition, behavior, and stan- 
dard of the eye contact objective might be modified (3) to require eye contact at the start of each 
new segment of speech. 



Intended use of the interview skill ot>jectives is provided by the following illustration. 





CLIENT INTERESTS 16 


CONOITION: 


Given a Emulated Job Interview. 


INSTRUCTION: 


On the natural situation, this behavior should occur with no instruction. Use 
this instnjction only if training Is required) 

"During the Interview, get ansvrars to at least three questions about the job, 
related to tools, clothes, equipment, skills needed, or location of work 
station." 


BEHAVIOR: 


Client wilt ask a minimum of three questions about the }ob, related to tools, 
clothes, equipment, skill needed, or location of work station. 


STANDARD: 


Behavior during four consecutive interviews. Answers for all of the questions 
must tie stated clearly by the client and must be in agreement with those 
given by the intervlevirer. 
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An INITIAL ASSESSMENT of "-" on the Skill Summary Chart indicates that in at least one of the 
four simulated |ob tnteiviews (without the instruction being given), the client f^led to get answers 
to at least three questions about the job related to tools, clothes, equipment, skills needed, or 
location of work station. That is. the client failed tc meet the standard. When training for this 
objective begins, the date is entered under **Oate Begun." When the client demonstrates mastery 
of the skill (four consecutive occasions), the date ts entered under "Date Completed" on the Skill 
Summary Chart and a "-(-" is entered in the summary column. If the trainee had demonstrated 
mastery of the skill in initial assessment, the instructor would have marked " + " under "INITIAL 
ASSESSMENT" and entered the date. 

In the INSTRUCTION component of several of the skill objectives in this chapter, the following 
statement is made: "In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required." In a "real job, " those skills will be expected without 
any instructions. For example, when a client first meets an interviewer, rto one will instruct the 
client to say, "Good morning," shake hands, and stale his/her name. The appearance of the inter- 
viewer should be the cue for those behaviors. Thus, the client has mastered the skill objective only 
if he/she emits those behaviors without any instructions. However, the iNSTRtJCTlON is included 
in the skill obiecUve because it may be useful in the early stages of training. 
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INTERVIEW SKILLS INDEX 



1. Evaluation Areas 

2. Interviewer Interests 

3. Job Information 

4. References 

5. Interview Request 

6. Route 

7. Appe^ance 

8. Introduction 

9. Eye Contact 

10. Required Sl(jlls 

11. Handicap I 

12. Handicap II 

ia Equipment SIcills 

14. Wbric Experience 

15. Reasons for Job 

16. Client Interests 

17. Advancement 

18. End of Interview 

19. Employer Contact 

20. Interview 

21. Follow Up 





EVALUATION AREAS 1 


CONDITION: 


Given only the verbal Instruction. 


INSTRUCTION: 


"Name six areas in which an interviewer evaluates a job applicant during an 
interview." 


BEHAVIOR: 


Client will name the six areas: personal appearance, politeness, previous 
work experience, current skills, education, and personal Interest and goals. 


STANDARD: 


Behavior within two minutes on three of four occasions. Each of the six areas 
of evaluation must be named. 




INTERVIEWER INTERESTS 2 


CONDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Name the four things that the interviewer will probably ask you questions 
about." 


BEHAVIOR: 


Client will name: (1) previous work experience, (2) education. (3) current 
skills and (4) personal interest and goals. 


STANDAnu: 


Beiuvior within two minutes on three oi lour occasions, cacn oi ine tour 
areas of questions must be named. 




JOB INFORMATION 3 


CONDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Name the five things about the job that you want to get answers about from 
the interviewer." 


BEHAVIOR: 


Client will name: {1) work qualMi cations, (2) tools, clothes or equipment 
needed, (3) location of worit, (4) Income, and (5) benefits. 


STANDARD: 


Behavior within two minutes on three of four occasions. Each of the five areas 
must be named. 
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REFERENCES 4 


CONDITION:' 


Given only the verbal instruction. 


INSTRUCTION: 


"Give me the names and addresses or phone numbers of three people who 
have asreed to be references for you." 


BEHAVIOR: 


Client will state the names and addresses or phone numbers of three people. 


STANDARD: 


Behavior within five minutes on three of four occasions. Wl)en called, the peo- 
ple named must have agreed to be a reference, and the addresses or phone 
numbers must be correcL 




INTERVIEW REQUESf 5 


CONDITION: 


Given a role playing situation, including a person [Maying the role of an 
employer, his/her telephone number, and a telephone. 


INSTRUCTION: 


"Telephone the employer and state your name, that you are looking for a job, 
and that you would like an interview." 


BEHAVIOR: - 


Client will telephone the emptoyer and state the required Information. 


STANDARD: 


Behavior within ten minutes on three of four occasions. All of the information 
must be staled correctly by the client, in the order above. 




ROUTE 6 


CONDITION: 


Given the place and time of a simulated Intenrlew a minimum of one mile 
away. 


INSTRUCTION: 


"Tell me or show me how to get to the place of the Interview." 


BEHAVIOR: 


Client will descritie or demonstrate ttte procedure for leaving and traveling to 
the place of the Intenrlew. 


STANDARD: 


3ehavlor within five minutes if desired, one hour If demonstrated , on three of 
four occasions. The behavior must include the following accurate Informa* 
tion: the place from which the client will leave, the time client will leave, 
mode of transportation (walk, cab, bus, car, etc.), the route followed, and the 
building, floor, room, and time of the interview. If the description is actu^ty 
implemented the dlent must arrive on time at the place of the stmutated inter* 
view. 
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APPEARANCE 7 


vDHDIIlDN. 


utven oniy iiw wfoai insiruciiDn. 




IrVasn alia OrQSS BS IT you ore gOlflQ 10 a |0D ini6rVI6Wi 


BEHAVIOR: 


Client will clean and dress him/herself. 


STANDARD: 


Behavior within one hour on three of four occasions. The body must be 
washed with soap and water, the clothes worn must be pressed, fit correctly, 
and be appropriate for the season and the Job. 




INTRODUCTION « 


CONDITION: 


Given a simulated job Interview. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if tiBining is required.) 

"When you first see the interviewer, say 'Good (morning, afternoon),' shake 
hands with him/her, and state your name." 


BEHAVIOR: 


Client will greet the Interviewer with a "Good (morning, afternoon)," shake 
hands, and state name. 


STANDARD: 


Behavior within ten seconds on (our consecutive interviews. The verbal 
greeting must be appropriate for the time of day, and the handshake must be 
made firmly with the right hand. 




EYE CONTACT 9 


CONDITION: 


Given a simulated job interview of 30 minutes duraAlon. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if tiaining Is required.) 

"Each time you speak or the Interviewer speaks, make eye contact with the 
interviewer and maint^n It as long as you or the interviewer is speaking." 


BEHAVIOR: 


Client will make eye contact with the interviewer each time one of them 
speaks and maintain It for the duration of the speaking. 


STANDARD: 


Behavior must be initiated within one second of the onset of each verbal 
Interaction, in four consecutive interviews. Eye contact must be made each 
time the interviewer or client begins speaking and must be maintained until 
the person stops talking. 
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REQUIRED SKILLS 10 



CONDITION: Given a simulated lob intetview for a particular job. 

INSTRUCTION: (Request by Interviewer) "Telt me at least three specific work skills that you 
can do, that are a part of this job." 

BEHAVIOR: Client will describe a mfnimum of three specific skills that the client cart do 
and that are a part of the job. 

STANDARD: Behavior within 15 minutes in four consecutive interviews. The skills must be 
in the client's repertoire and must be involved in the job. 



HANDICAP I 11 



CONDITION: Given a simulated job interview and a specific physical handicap of the client. 

INSTRUCTION: (Request by Interviewer) "Tell me at least three specific work skills that you 
can do that are a part of this Job." 

BEHAVIOR: Client will describe a minimum of three specific skills that the client can do 
that are a part of the Job. 

STANDARD: Behavior within 15 minutes in four consecutive interviews. The sMIls must be 

in the client's repertoire and must be involved in tho job. 



HANDICAP II 12 



CONDITION: 
INSTRUCTION: 

BEHAVIOR: 
standard: 



Given a simulated job Interview and a specific physical handicap of the client. 

(Request by Interviewer) "Tell me the specific work skills that you cannot do 
because of your physical handicap." 

Client will describe one or more specific skills that cannot be done because 
of the physical handicap. After eacfi skill deficiency described, the client will 
name one or more related skills that he/she can do- 
Behavior wtthtn 15 minutes in four consecutive interviews. Each skill deficien' 
cy described must be directoly related to the client's handicap, and must be 
followed by a descrlptijon of one or more specific skills (In client's repertoire) 
that are as similar as possible to the deficient skill. 
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EQUIPMENT SKILLS 13 


CONDITION: 


Given a simulated Job interview for a particular {ob. 


INSTRUCTION: 


(Request by Intenriewe^ "Tell me at least five spedfic work skills you fiave 
with machines, equipment, or tools that are used in this Job." 


BEHAVIOR: 


Client will describe a minimum of five work skills with machines, equipment, 
or tools that are used In the Job. 


STANDARD: 


Behavior within 30 minutes in four consecutive interviews. The skills 
described must be tn the client's repertoire and must be related to equipment 

used in the particular iob. 




WORK EXPERIENCE 14 


CONDITION: 


Given a simulated job interview and ten different questions related to 
previous work experience, current skills, education, and personal interest and 
goals. 


INSTRUCTION: 


{Intervievrer asks ten questions related to the above areas.) 


BEHAVIOR: 


Client wItt verbally answer all questions. 


STANDARD* 


Rph^uinr within ^0 fnfrtaitAft In fiMi ^ ^oni^^i itluii irit«9ivIf>u/Q Th& Anou/^rft \fi thf^ 

questions must be tn agreement with the information on the Job application. 




REASONS FOR JOB 15 


CONDITION: 


Given a simulated job interview for a particular Job. 


INSTRUCTION: 


{Request by intenriewe^ "Why do you want to t»ve this jobT* 


BEHAVIOR: 


Client will state why hefshe wants to work at the specific job. 


STANDARD: 


Behavior within three minuies in four consecutive interviews. The statement 
made must refer to previous work experience, interest, and/or current skills of 
the client. 
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CLIENT INTERESTS 16 


CONDITION: 


Given a simulated job interview. 


INSTRUCTION: 


(In the natura' situation, this behavior should occur with no Instruction. Use 
tins instruction only if training Is required.) 

"During the Interview, get answers to at least three qu&stions about the job. 
related to tools, clothes, equipment, sMIls needed, or location of work 
station." 


BEHAVIOR: 


Client will ask a minimum ot three questions about the Job, related to tools, 
clothes, equipment, skills needed, or location of vrark station. 


STANDARD: 


Behavior during fourconsecutive interviews. Answers for all of the questions 

must b6 StatMf dMriw tw Ih6 (tllAnl anri miiftl ha in nnrAAmAnI utith ihnfiA 

ll«U*«l V6 9tatBU MIBB,,^ tllB VIIBIII BliW IIIUOI W III 1 OOl 1 iBl 1 1 WItil 

given by the inteiviewer. 




ADVANCEMENT 17 


CONDITION: 


Given a simulated job interview. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"During the interview, get answers (or these questions: (1) What are tne 
qualifications for advancement; (2) what is the demand for workers in this job; 
(3) what will the proliable income be in five years; (4) what ai% the disadvan- 
t^es of the Job; and ^ why do people quit the Job?" 


BEHAVIOR: 


Client will ask the following questions: (1) What are the qualifications for 
advancement; (2) what is the demand for workers in this job; (3) w.hat will the 
probable Income be in five years; (4) what are the disadvantages of the job; 
and (9 why do people quit the job? 


STANDARD: 


Behavior during four consecutive Interviews. Answers for all five questions 
must be stated clearly by the client and must be in agreement with those 
given by the interviewer. 
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END OF INTERVIEW 18 


CONDITION: 


Given a simulated interview. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no Instruction. Use 
this instruction only if training is required.) 

"When you are leaving the interview, shalce hands with the intervfevmr, thanit 
him/her for the Interview, and state that you want the job." 


BEHAVIOR: 


Client will shalte hands with the Interviewer, thanIt him/her tor the Interview, 
and state that the client wants the Job. 


STANDARD: 


Behavior during four consecutive interviews. The handshake must be with the 
ngni nana ana ine oenaviois musi oe aone in araer, wnen leaving ine inier* 
view. 




EMPLOYER CONTACT 19 


CONDITION: 


Given a Job opening. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"When you iind a Job opening, contact the employer and request an 
interview." 


BEHAVIOR: 


Client will telephone, write to, or directly talk with the employer, requesting an 
interview. 


STANDARD: 


Behavlo/ within two days. When contacted, the employer must state that the 
Client caiiea ^roie or laiKeo wiinj, gave nisf ner name, ana requesiea an inier* 
view for a specific Job. 




INTERVIEW 20 


CONDITiON: 


Given an appointment for a Job Interview. 


INSTRUCTION: 


(In the natural situatton, this behavior should occur with no instructioa Use 
this instruction only if training is required.) 

"Arrive on time for Job interviews and conduct yourself appropriately." 


BEHAVIOR: 


Client will arrive on time and respond appropriately throughout the interview. 


STANDARD: 


Behavior throughout the Interview. When aslced, "Did the client arrive on 
time?" and "Did the client conduct himself appropriately during the inter* 
view?", the interviewer must respond affirmatively to both questions. !f the 
interviewer responds negatively, he/she should be asked to describe the 
specific behavior problems exhibited by the client 
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FOLLOW UP 21 



CONIHTION: Given the date of a completed intnview and the name, address, and phone 
number of the Interviewer. 

INSTRUCTION: (In the natural situation, this Iwhavior should occur vrith no instruction. Use 
this instruction only If training is required). 

"Between three and seven days after your interview, telephone or write to the 
interviewer, thai^ tiim/her for the interview and tell him/her that you still want 
the Job.** 

BEHAVIOR: Clienl will telephone or write to the Interviewer, thanking him/her and stating 
that the client sUll wants the iob. 

STANDARD: Behavior t»tween threeand seven days after four consecutive intenriews.The 
client's name, the day of the interview, a "Thank you for the interview," and 
the fact that the client still wants the job must be staled. 
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SKIU SUMMARY CHART 
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VBC CHAPTER 5 



JOB RELATED SKILLS 



\ 



JOB RELATED SKILLS 



Job related skills do not refer directly to work performance, but are those that each worker must 
have to "get around, " locate particular areas, conform to rules, and adapt to the physical 
Characteristics of work settings. Obviously, it an individual is to hold a job. he/she must be able to 
get from home to the job and get from the )ob to home. The place of work must be entered and 
exited appropriately. Arrival times, break times, and lunch limes must be respected. The worker 
must be able to get lo the eating place(s> and bathroom(s) and must know how to use them 
appropriately. Also, he/she must be able to go from the work station to the fire exit, first aid room, 
and the supervisor's office. Signs and rules should be understood and obeyed. While such job 
related skills are not a part of the production or work process, they are necessary adjunct 
behaviors, without which satisfactory performance and production are improbable. 



As described in Chapter 1. skill objectives may be modified to suit the client, training program, 
or setting. Modifications may be made in one or more of the following ways: 

1. Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives that may be needed. (These should be written in the seme format 
as the ones included here. Some blank forms at the end of the chapter are provided for that 

purpose.) 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(t>) behaviors, and/or (c) standards to suit a client with parlicufar needs or handicapping 
conditions or to better suit the purpose of training. 

For example, with a client who lives in a rural area where there is no bus service, the objective 
about using the bus might be deleted (1) as not appropriate. A new skill Objective might be added 

{2) in which the client arranges for a ide with a neighbor or (rrend Or the condition, behavior, and 
standard of the bus riding objective might be modified (3) to require tneciienl to walk from hts/her 
home to a given location at a given time to catch a ride. 



Intended use of the job related skill objectives is provided by the following illustration. 





ENTRANCES 11 


CONDITION: 


Given specified entrance(s) and exlt(s) at the client's place of work. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no insliuction. Use 
this instruction only if training is required.) 

"When going into work, use this (these) entrance{s) only, and when leaving, 
use this (thes^ exit<s) only." 


BEHAVIOR: 


Client will enter and exit through the appropriate doors. 


STANDARD: 


Behavior on 20 consecutive work days. Only the specified entrances and exits 
must be used by the client each day. 
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An INITIAL ASSESSMENT Of " + " on the Skill Summary Chart indicates that the client went into 
work through the prescribed entrance(s, and left work through the prescribed exit{s) (without the 
instruction being given) on 20 consecutive work days. Thus, the plus and date were entered under 
"INITIAL ASSESSMENT," and a " + " entered in the summary column, and no additional training 
on this skill objective was required. If the trainee had not demonstrated mastery of the skill in the 
initial assessment, the instructor would have marked "•" under "INITIAL ASSESSMENT" and then 
begun training at that time or on some later date. 

In the INSTRUCTION component of several of the skill objectives in ths chapter, the following 
statement is made: "In the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training is required." In a "real job," those skills will be expected without 
any instructions. For example, no one will instruct the client to wash face and hands and to groom 
him/herself before going to work. The standards of grooming for the job should be the cues for 
performing those behaviors. Thus, the client has mastered the skill oblective only If he/she emits 
those behaviors without any instructions. However, the INSTRUCTION Is included In the skill 
objective because it may be useful in the early stages of training. 
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JOB RELATED SKILLS INDEX 



1. Job Specif ICS 

2. Transportation 

3. Intersections 

4. Busi 

5. Bus II 

6. Tax) 

7. Grooming 
& Clothes 
9. Home 

10. l.ocation$ 

11. Entrances 

12. Stairs 

13. Elevator 

14. Work Signs 

16. Work Locations I 

16, Work Locations It 

17. Lunch Break 
16. Cafeteria 

19. Breaks 

20. WorkSlgnait. 

21. RrstAid 





JOb SPECIFICS 1 


CONDITION: 


Given only the ve^l instructions. 


INSTRUCTION: 


(1) "What Is the name of the company you work for?" (2) "What is the address 

of the comDanv?"f31 "What is the Dhonenumberof the comDanv?"(41 "What 
Is your supervisor's name?" (5) "What is the name of yourjob? " (6) "What is a 
Droduct of vour lob or an activity vou do at vour lob?" 


BEHAVIOR: 


Client will answer each question. 


STANDARD: 


Behavior within five minutes on four consecutive occasions. Each question 
must be answered correctly. 




TRAVEL TO WORK 2 


CONDITION: 


Given the locations of client's home and place of work. 


INSTRUCTION: 


"Tell me or show me the way you will travel from your home to work and back 
home again, and whether you will walk, take a taxi or bus. or drive." 


BEHAVIOR: 


Client will describe or demonstrate the route of travel from home to work and 
back home and the mode of transportation. 


STANDARD: 


Behavior within five minutes \t described, one hour if demonslratei), on four 
consecutive occasions. The route must be accurate so that if followed, the 
clk-nt would arrive at home or virork. 




INTERSECTIONS 3 


CONDITION: 


Given five randomly selected street intersections along the route between 
client's home and virork and the client taken to each Intersection. 


INSTRUCTION: 


"What intersection is tNs?" 


BEHAVIOR: 


Client will name each intersection by stating the names of the streets forming 
the intersection. 


STANDARD: 


All five intersections must be named correctly, each within 30 seconds, on 
four consecutive occa^ns. 

• 
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BUSI 4 


CONDITION: 


Given a specified location a minimum of one mile away, a bus slop within four 
blocks of the home, a card vrith the bus timetable, and a bus route to the 
specified location that requires no change in buses. 


INSTRUCTION: 


"Get on the bus at the bus stop; go to (the specified place), and get off." 


BEHAVIOR: 


Client will board the bus at the bus slop and gel off at the specified location. 


STANDARD: 


Behavior within 30 minutes on four consecutive occasions. The bus must be 
boarded at the bus stop and the proper fee paid. There must be no change in 
buses and the client must get off at the specific location. 




BUSH 5 


CONDITION: 


Given a specified location a minimum of one mile away, a bus stop within four 
blocks of the home, a card with the bus timetable, and a bus route to the 
specified location requiring one change in buses. 


INSTRUCTION: 


"Get on the bus at the bus stop, make the required change in buses, and get 
off at (the specified place)." 


BEHAVIOR: 


Client will board the bus at the bus stop, make the change of buses, and get 
off at (the specified location). 


STANDARD: 


Behavior within one hour on four consecutive occasions. The bus must be 
boarded at the bus stop and the pR>per fees paid. The change of buses must 
be accomplished so that the client gels off at the specified location. 




TAXI 6 


CONDITION: 


Given a specified location a minimum of one mile away and a telephone. 


INSTRUCTION: 


"Call or locate a taxi and go to (the specified place)." 


BEHAVIOR: 


Client will telephone for a taxi or locate one on the street, take ft to the 
specific location, and get out. 


STANDARD: 


Behavior within 30 minutes on four consecutive occasions. The taxi must be 

phoned for or located on the street, the place and address of the specific loca- 
tion must be stated, the properfee paid. and theclienl must get out at the cor- 
rect place. 
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GROOMING 7 


CONDITION: 


Given a specific job with stated standards for grooming. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 

Ihlfi infilni(*llnn nnlv if Iraininn in mniiirMl \ 

"Wash vniir faf^n and hands and RiMn iin for wnilc ** 


BEHAVIOR: 


Client m4)I wash face and hands and groom him/herself. 


STANDARD: 


Bahavior within 30 minutes on 20 consecutive work days. Face and hands 
must be washed with soap and water and the client must be groomed 
appropriately. 




CLOTHES 8 


■ CONDITION: 


Given a specific job with stated standards for dress and equipment. 


INSTRUCnON: 


(In the natural situation, ihi's behavior should occur with no instruction. Use 

thi% instnictkin onlv il Iraininn is reciuirfid 1 
"Dress correctlv lor the iob " 


BEHAVIOR: 


Client will wear clothing appropriate for the Job. 


STANDARD: 


Behavior on 20 consecutive work days. Tlie appropriate dress must include a 
clean shirt, pants, shoes, socks, and any special equipment, such as gloves or 
safety glasses. 




HOME 9 


CONDITION: 


Given the route taken from home to work and the ddly starting time of work. 


INSTRUCTION: 


(In the nature situation, this behavior should occur with no Instruction. Use 
this inslnietion onlv 11 trainInQ is reouired.) 

illlO IllvllUvtlWII Willy II ■■aiiiiiiy 10 iv^fviiw.f 

"Leave home and oo to woilc so that vou are there helore startino time." 


BEHAVIOR: 


Client will leave home, travel to work, and arrive at the work station on time. 


STANDARD: 


Behavior on 2) consecutive work days. The route traveled must be the one 
specified and the client must arrive at the work station no later than five 
minutes before starting time. 
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LOCATIONS 10 


CONOmON: 


Given three randomly selected locations a minimum of one mile away from 
the place of work, am: daily starting time of work. 


INSTRUCTION: 


"Teli me or show me the way you will travel from each of these locations to 
work and get there on timo, and whether you will walk, take a taxi or bus, or 
drive." 


behavior: 


Client will describe or demon.\irate the route of travel from each location to 
work and the mode of transpoitatlon. 


STANDARD: 


Behavior within five minutes if tescribed, one hour If demonstrated, on four 
consecutive ocoaslons. The loite must be accurate so that it toiiowed, the 
client would arrive at work no later than five minutes befom the starting time. 




ENTRANCES 11 


condition: 


Given specified entrance{B) and e)dt(8)at the client's place of work. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this Instruction only If training Is re<)u)red.) 

"When gt^ng into work, use this (these) entranoe(s) only and when leaving, 
use this (thesfli) exlt(ai) only." 


BEHAVIOR: 


Client will enter and exit through the appropriate doors. 


STANDARD: 


Behavior on 20 consecutive work days. ?nly the speoifleo entrances and exits 
must be used by the client each day. 




STAIRS 12 


CONDITION: 


Qiven a place of work in a building three stories high and stairs leading to 
each noor. 


INSTRUCTION: 


"Go up the stairs from the first floor to the (second, third) floor." 


BEHAVIOR: 


Client will climb the staire from the first floor to the specified floor. 


STANDARD: 


Behavior within three minutes on four consf^utive occasions. The specified 
floor must be reached by the client. 
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ELEVATOR 13 


CAM lUTiniJ* 


uivvn 8 piacB 01 woiK in a DUiioino ai isasi tnrw sionos nign ana an Biovaior. 


INST HU l#I ION* 


u6i In ins elevator ano 90 10 tne (seconai inini) iioor. 


BEHAVIOR: 


Client will enter the elevator and go to the specified floor. 


STANDARD: 


Behavior within five minutes on four consecutive occasions. The elevator 
must tie operated correctly so that it reaches the specified floorand the client 
exits the elevatw at that floor. 




WORK SIGNS 14 


CONDITION: 


Given the following signs: "Keep out," "Office," "Exit," "Men," "Women," 
"Danger," "Private," "No Smoking." 


INSTRUCTION; 


"Point to the sign that means 0) there is an area that people must stay away 
from; (29 there Is an area where the secretaries work and the boss worl(S and 
the fitei. are kept; (3) there Is a way out of the txillding; <4) there Is a man's 
bathroom; (5) there is a woman's bathroom; (6) there is a place which people 
must Stay away from oecause iney could get nun. (/) tnere is a piace wnere 
only certain people are allowed and no one else; <8) that means no one can 
smoke there." 


BEHAVIOR: 

* 


Client will point to each sign d^cribed: (1) Keep out; (2) Office; (3) Exit; 
(4) Men; (5) Women; (6) Danger; (7) Private; (8) No Smoking. 


STANDARD: 


All eight signs must be pointed to correctly, each within 30 seconds, on four 
consecutive occasions. 

* 




WORK LOCATIONS r 15 


CONDITION: 


Givsn a specific work st^ion and a locker room, first aid room, cafeteria, 
Dainroom, tire exii, supervisors onice, ana waier louniain. 


njCTDiif^Timj- 
INaT nUWTlUN: 


uo iTom your worK station 10 ine fpne or ine six locationsy. 


BEHAVIOR: 


Client will go from the work station to the specific place. 


STANDARD: 


All six places must be focaled correctly, each within ten minutes, on four con- 
secutive occasions. 
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WORK LOCATIONS II 16 


CONDITION: 


Given six locations at the olace of work and a soecific work station 


INSTRUCTION: 


"Go from fonft of thft six locationsl to vour work station " 


BEHAVIOR: 


Client will go from the specific place to the work station. 


STANDARD: 


The work station rriust be reached from all six locations, each within ten 
minutes on four consecutive occasions. 




LUNCH BREAK 17 


CONDITION: 


Given the daily starting and ending tbnes of lunch. 


INSTRUCTION: 


{In the natural situation, this behavior should occur with no instruction. Use 
this instruction onlv if trainino is reauired \ 

'Take vour luneh break onlv durinn the luneh neriod." 


BEHAVIOR*. 


Client will go to lunch during the scheduled time. 


STANDARD: 


Behavior on 20 consecutive wort*, days. The lunch break must be taken within 
the specified starting and ending times, and the client must be badt at the 
work station before time of work begins. 




CAFETERIA 18 


CONDITION: 


Givfin A restaurant, cafdtfiria. or snack bar at tlia nlacfi of work. 


INSTRUCTION- 


''flikv vnitr liinrh hcktp " 


BEHAVIOR: 


Client will order the lunch, obtain the food, and pay for it. 


STANDARD: 


Behavior within 15 minutes on ^ consecutive work days. The lunch must be 
ordered, obtained, and paid for correctly. 
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BREAKS 19 


CONDITION: 


Given the daily starting and ending times ol breaks. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 

1III9 inatiudivn only n cioininy la im^uitvu.i 
laKo your oreaKS vniy uunng ine DieaK pcnoos. 


BEHAVIOR: 


Client will take breaks during the scheduled limes. 


STANDARD: 


Behavior on 20 consecutive work days. The breaks must be taken within the 
specified starting and ending times, and (he client must be back at the work 
station before time of work begins. 


... 


WORK SIGNALS 20 


CONDITION: 


Given the fire alarm, back-up signals, work whistle, and/or other signals in the 
place of employment. 


INSTRUCTION: 


"Identity each of the signals and show what you do when you hear (see) 
them." 


BEHAVIOR: 


Client will verbally Identify the signal and describe or demonstrate the ap- 
propriate response. 


STANDARD: 


AN signals must be Identified and responded to correctly, each within three 
minutes on four consecutive occasions. 




FIRST AID 21 


CONDITION: 


Given Instructions and flrst*aid training for simple cuts, bruises, and 




riQW woulu yuu iivai a aiinpnf |ifUi| i/iMiaO| w awaiwiif ■ 


BEHAVIOR: 


Client will describe or demonstrate the necessary first-aid techniques. 


STANDARD: 


Behavior wfthin two minutes if stated or within five minutes if demonstrated 
on four consecutive occasions. The proper techniques must be accurately 
stated or demonstrated according to the Instructions given. 
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SXILL SUMMARY CHART 



■ Skill ObJtcDv* Not Contld*raclAppllcablt Traln»: 

m Skill ObJtcttvtMatttrad Tr<lntr(s»: '. 

JOB RELATED SKILLS 

InllUt MMttmtnt Ttalnlng 

Data Datt 

Summary Skill Objaetiva + or - Data Bagun Complatad 



□ 1 Job Specifics □ 
Q 2 Transportation q 

□ 3 Intarwctloni □ 

□ 4 BusJ □ 

□ 5 Buill □ 

□ 6 Taxi □ 

□ 7 Grooming Q 

□ 8 Clothei q 

Q 9 Homa ■ Q 

□ 10 Locations q 

□ 11 Enlrancai □ 

□ 12 Stairt □ 

□ 13 Elevator Q 

□ 14 work Slgni Q 

□ 15 Work Locations I Q 

□ 16 Work Locations II Q 

□ 17 Lunch Break □ 

□ 18 Cafetarta Q 

□ 19 Breaki □ 

Q 20 Work Signals Q 

□ 21 Pint Aid Q 
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VBC CHAPTER 6 



WORK PERFORMANCE SKILLS 



WORK PERFORMANCE SKILLS 



Viotk performance is usually considered to be the heart of vocational accomplishment. 
Although social and other related skills are necessary parts of success on the )0b. how well one 
actually performs the specific tasks or work assignments is probably the most crucial considera- 
tion. In contrast to prevocational skills, these are performed in a real job setting or in on-the job 
training. These skill objectives answer the general question. "Does the on-the lOb worker do what 
he/she is supposed to do, when it is supposed to be done?" 

Work performance training and assessment include such stulls as setting up the work station, 
starting work on time, following Instructions and models, sorting and using matenals, using and 
caring for tools, working at different types of tasks, wortting safely, staying on-tasH, seeing help, 
storing products and tools, and cleaning up the work area. The standards for correct performance 
of these skills are usually more demanding than the standards for the skills tn other chapters. 
These more stringent requirements are necessary to insure that the worker mastering that skill is 
performing well on tbe job. For example, it would not be appr<^riate for a worker to conform to 
safety rules on only three of four occasions. Safety regulations should be followed on every occa* 
sion. The worker who occasionally smolces while pumping gas probably will not last long in the 
job. 

As described in Chapter 1, skill objectives may be modified to suit the client, training program, 
or setting. Modifications may be made in one or more ol the following ways: 

1. Deleting skill (Alectives that are not appropriate. 

2. Adding new skill objectives that may be needed. (These should be written in the same format 
as the ones included here. Some blank forms at the end of the chapter are provided for that 

purpose.) 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, and/or (c) standards to suit a client with particular needs or handicapping con- 
ditions or to belter suit the purpose of training. 

For exam pie, with a client who cannot read, the objective that requires that the worker follow a 
minimum of three different written instructions might be deleted (1) as not appropriate. A new 
skill objective might be added in which the client watches other workers and performs simi* 
larly. Or condition, behavior, and standard of the instruction-following objective might be modified 
(^ to require that the client follow tape*recorded Instructions. 



Intended use of the work performance skill objectives is provided by the following illustration. 





TASK ORDER 22 


CONDITION: 


Given two different lOb assignments or tasks. 


INSTRUCnOM: 


"Do the {name of first job) first and then do the (name of second job)." 


BEHAVIOR: 


Client will perform the two job assignments or tatics in order. 


STANDARD: 


Behavior must occur until thtire is a new instruction or the job is completed. 
Both jobs or tasks must be performed correctly and in the order assigned, and 

the rate of work must be acceptable, as defined tty the supervisor. 
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l3o 



An INITIAL ASSK^ENT ot on the ^11 Summary Chart indicates that the instructor or 
supervisor told the dlenl, for example, to clean the windows first and then empty the trash con- 
tainers. The client failed to perform one or txrth of the tasks correctly or performed them in ihe 
wrono order. When training tor this objective begins, the date is entered under "Date Begun." 
When the client demmstiates mastery of the ^fll (by perfomilng the tasks in order until the job is 
completed), the date is entered under "Dale Completed" on the ^ill Summary Chart and a " + " Is 
. entered iu the summary columa If the worker had demonstrated mastery of the skill in initial 
assessment, the instructor would have marted **+" under "INITIAL ASSESSMENT" and entered 
the date. 

In the INSTRUCTION component of sevaral of the sMtl objectives in this chapter, the following 
statement Is made: "(n the naturai situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.** In a "real job," those ^lls will be expected without 
any instructions. For example, no one will instruct the client to begin wofk on time each dw. The 
starting time of work should be the cue for performing this Iwhavlor. Thus, the client has mastered 
the skill objective only If hefshe emits the behavior without any instruction. However, the IN< 
STRUCTION Is Included in the ckill objective because It may be useful In the early stages of train- 
ing. 
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WORK PERFORMANCE SKILLS INDEX 



1. 


On Time 


23 


Another Worker 


2. 


Tools 


24 


Task Chanae 

1 \^ 1 im lu v 


3. 


Undsmaaed Materials 


25. 


Unfamiliw Task 


4, 


AmGuntof Materialfi 


26 


Tool Borrow ina 


5. 


Set-Up 


27 


Work Rate 




Startina Time 


28. 


DisniDtions 


7, 


On*Task 


29 


Deadline 


8. 


Area Clean 


30 


Additional Asslanment 


a 


ExcBSsi¥B Wasts 


31. 


Demonstrati on 


10. 


Tools Clean 


32. 


Model 


11. 


Clean-Up 


33. 


Diagram 


12. 


Tool Stonoa 


34 


Written Instructions 


13. 


Product StorsM 


35. 


Procedure 


14. 


Confusion 


36 


Suoervlslon 

WUUVI r 1 vivll 


15 


Mistake 

■Wig WHIP 


37 


Schedula Chanoe 


16 


Work Problems 


38. 

WV« 


Work Rules 


17. 


New Assignment 


39. 


Safety Rules 


16. 


Assembly 


40. 


Equipment Safety 


19. 


Duration 


41. 


Danger 


20. 


Task Responses 


42. 


Accidents 


21. 


Task Sequence 


43. 


Evaluation 


22. 


Task Order 


44. 


Performance 






45. 


Self-Evaluation 






46. 


(Promotion 






47. 


Improvement 
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ON TIME 1 


CONDITION: 


Given a daily starting time for the client's job- 


INSTRUCTION: 


On the natural situation, this beha^or should occur with no instruction. Use 
this instruction only if training is required.) 

"Be at your work station on time each day." 


BEHAVIOR: 


Client will arrive at the work station on time. 


STANDARD: 


Behavior on 20 consecutive work days. The work station must be reached on 
time (defined as no later than two minutes before starting time). 




TOOLS 2 


CONDITION: 


Given a specilic fob assignment or task requiring that the wodter provide 'd 
bring with him/her a certain number and type o( tools. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"Bring the necessary tools when you come to work." 


BEHAVIOR: 


Client will bring the necessary tools to the Job. 


9 imnumnu- 


Rahftuinr nn 9fl r>AnaAf*iiHuA umrlr riaiMt All nf thP (■nrrvpl tOOlS must be 

brought to the job. 




UNDAMAGED MATERIALS 3 


CONDITION: 


Given a specific job assignment or task, some required materids and supplies 
that are appropriate for use, and some required materials and supplies that 
are damaged or not appropriate for use. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"Select the materials and supplies that are not damaged and that are 
apfvopriate for use." 


BEHAVIOR: 


Client will select the materials and supplies that are appropriate for use 


STANDARD: 


Behavior on 20 consecutive worit days. All materials and supplies chosen 
must be undamaged and appropriate for use 
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AMOUNT OF MATERIALS 4 


CONDITION: 


Given specific amounts of materials needed for the particular job. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"Brina the materials vou will need to vour worl< station." 


BEHAVIOR: 


Client will bring the correct amount of materials to the work station. 


STANDARD: 


Behavior on 20 consecutive work days. All of the materials needed for the job 
must be brought to the work station. 




SETUP 5 


CONDITION: 


Qivsn a work station, a SDecitic work station set-uo arranQement. needed 
materials (e.g., tools, packing materials, stock, etc.) In another location, and a 
specific amount of time allowed for setting up of the work station. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction onlv if training is reauired.) 

"Set UD your work station." 

^ ■ ^F ^F J ^» ^F ■ WW ^F 1 P • ^F • ■ ^» P 


BEHAVIOR: 


Client will bring needed materials to the work area and set up. 


STANDARD: 


Behavior on 20 consecutive work days. All needed tools and materials must 
be brought to the work area, and the work station must be set up as specified 
within the time allowed for set up. 




STARTING TIME 6 


CONDITION: 


Given a daily starting time for the client's lob. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this Instruction only if training is required.) 

"Begin work on lime each day." 


BEHAVIOR: 


Client will begin work on time. 


STANDARD: 


Behavior on 20 consecutive work days. Work must begin no later than two 
minutes after the starting time. 
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ONTASK 7 


CONDITION; 


Given specified daily work times. 


INSTRUCTION: 


(in the natural situation, this behavior should occur with no instruction. Use 

11119 inoilUvllUM Vtny II MWMIIiy 19 IQ\|UII«U./ 

vvoiK wnen you tuv sui^ooso lu. 


BEHAVIOR: 


Client will reniatn on-task during work times. 


STANDARD: 


Behavior on 20 consecutive work days. On>task and work behaviors must be 
displayed during the times scheduled for work (when observed on randomly 
chosen times during work hours). 




AREA CLEAN 8 


CONDITION: 


Given a specific work location in which the Client works the entire shift. 


INSTRUCTION: 


(in the natural situation, this behavior should occur with no instruction. Use 

ini9 iiioiFUviiun uiiiy II iioiiiiii^ lo io\|uiivu./ 
iveep youi woik aiva vieaii. 


BEHAVIOR: 


Client will keep the work area clean. 


STANDARD: 


Behavior on 20 consecutive work days. The work area must be free of 
unnecessary materials and debris, as defined by the woric supervisor. 




EXCESSIVE WASTE 9 


CONDITION: 


Given a specific job assignment requiring use of certain materials in specific 
amounts and a specified maximum amount lUlowed for waste. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
inis insiruction oniy ii iroininy is lequireu./ 

"1 IftA ae mii^h aft unii noori In rin Iho hiil rinn*l uinftlA iTiatArials " 

U59 Ci9 IflUCn CH> yUU nWU lU UU im JUUi UUl UUII l WOOIV maiwiaio- 


BEHAVIOR: 


Client will perform the work task without excessive waste of materials. 


STANDARD: 


Behavior on 20 consecutive work days. The correct amount of materials must 
be used so that waste does not exceed the prescribed maximum. 
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TOOLS CLEAN 10 


CONDITION; 


Given a specitic number ot tools for use in a specific job assignment and 
specific instructions on how to maintain the tools. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training Is required.) 

"Keep your tools clean and maintain them properly." 


BEHAVIOR: 


Client will maintain the tools in the proper manner. 


STANDARD: 


Behavior on 20 consecutive work days. Tools must be kept clean and free of 
unnecessary rust or abuse and must be maint«ned according to the instruc- 
tions. 




CLEAN-UP 11 


CONDITION: 


Given a specitic work assignment and location and a specific amount ol time 
allowed for clean-up at the end of the work stiift. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training Is required.) 

"Clean up your work area at th? end of ttte work shift." 


BEHAVIOR: 


Client will clean the work aiBa at the end of the work shift. 


STANDARD: 


Behavior on 20 consecutive work days. Work area must be cleaned of excess 
debris and materials witNn the time allowed for clean>up at the end of the 
work shift. 




TOOL STORAGE 12 


CONDITION: 


Given specific procedures and locations (or storing supplies, tools, and/or 
equipment, and aspecificanwunl o( time allowed lor storing at ttie end of the 
work shift. 


INSTRUCTION: 


(In the riatural situation, this behavior should occur witti no instruction. Use 
this instniction only if training is required.) 

"Store your (supplies, tools, and/or equipment) in the rigtit way at ttie end of 
your work shift.*' 


BEHAVIOR: 


Client will store the supplies, tools, and/or equipment. 


STANDARD: 


Betiavior on 20 consecutive work days. The supplies, tools, and/or equipment 
must be stored properly within the time allowed. 
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PRODUCT STORAGE 13 


CONDITION: 


Given a specific procedure for storing finished worK products in the proper 
location and a specific amount of time allowed for Storing at the end of the 
work shift. 


INSTRUCTION: 


On the natural situation, tMs behavior should occur with no instruction. Use 
this instruction only if training Is required^ 

"Store the finished products in the right way." 


behavior: 


Client will store the finished products. 


STAN DA nil: 


Behavior on £\j consecutive worK aays. rne tinisnea worK proaucis musi oe 
stored properly wilhin the time allowed. 




CONFUSION 14 


CONDITION: 


Given a situatfon In the work setting or part of the Job with which the client is 
unclear as to how to perf onn. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training is required.) 

"When you come to something you don't understand, contact a coworicer or 

supervisor." 


behavior: 


Client will contact a co-worker or supervisor. 


STANDARD: 


Behavior witNn five minutes on four consecutive occasions. Co-worker or 

supervisor must be contacted before work continues. 




MISTAKE 15 


CONDITION: 


Given a specific job assignment or task and the occurrence of a mistake by 
the client or a problem with the materials or tools tfial he/she cannot correct 
without assistance. 


iNSTRUCTION: 


(In the natural situation, iNs behavior should occur with no instruction. Use 
this instmction only if training is required.) 

"When you make a mistake that you can't con^cl or when there is a problem 
with the materials or tools, contact the supervisor." 


BEHAVIOR: 


Client will contact the work sup^sor. 


' STANDARD: 


Behavior within five minutes on four consecutive occasions. The work super- 
visor must be contacted before wok continues. 
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WORK PROBLEMS 16 


CONOmON: 


Given a set of five specific examples of potential problems involved with the 
client's work task (e.g., running out of materials, fiie hazard, reporting bad 
equipment). 


INSTRUCTION: 


"Show me what you would do If (problem named and described)." 


BEHAVIOR: 


Client will demonstrate the response to each of the five problems. 




All live soiuiions must oe uemonstraiea correciiy, each within two mtnuteSi 
on four consecutive occasions. 




NEW ASSIGNMENT 17 


CONDITION: 


Given a new Job assignment or lasK- 


INSTRUCTION: 


"Work on this job." 


BEHAVIOR: 


Client wilt p^orm the new work assignment. 


STANDARD: 


Behavior must occur until there is a new instruction or the Job is completed. 
The speciiic job assignment or task must be penormeg correctly, and the rate 
of work must be acceptable as defined by the supervisor. 




ASSEMBLY 18 


CONDITION: 


Giver a work assignment of assembling specific objects. 


INSTRUCTION: 


"Put these (name of object) together." 


BEHAVIOR: 


Client wilt perform the assembly work assignment. 


STANDARD: 


Behavior must occur until there is a new instruction or the job Is completed. 

The specific job assignment or lasK must be performed coiiectly, and the rate 
of vifork must be acceptable, as defined by the supervisor. 




DURATION 19 


CONDITION: 


Given a specific work assignment for a specific duration. 


INSTRUCTION: 


"Woilc on this job for (name period of time)." 


BEHAVIOR: 


Client will perform the woilc assignment for the specified time period. 


STANDARD: 


Behavior on four consecutive occasions. The work assignment must be per- 
formed for Ihe specified duration (with the exception of any formal breaks). 
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TASK RESPONSES 20 


CONDITION: 


Given a specific job assignment or task consisting of a maximum of ten 
specific responses. 


INSTRUCTION: 


"Work on this job." 


BEHAVIOR: 


Client will perform the responses for the specific work task. 


STANDARD: 


Behavior must occur until there is a new mstruction or the job is completed. 

ThA <%nAr^iflr^ inh sc^nnmAn) nr t tntict nArf r^rm^H f^r^rr^^tlif anH thA rat A 
1 lie JUU as>s>iyillllt.lH Ul Id£>n lllUoi Ln? ]Joi lUMIlCU UUI IQVIiy ollU IIIV lalV 

of work must be acceptable, as defined by the supervisor. 




TASK SEQUENCE 21 


CONDITION: 


Given a specific job assign mart or task consisting of a series of a maximum 
of ten responses occurring in a particular sequence. 


INSTRUCTION: 


"Work on this |ob." 


BEHAVIOR: 


Client will perfOhTi the specific work assignment. 


STANDARD: 


Behavior must occur until there rs a new instruction or the Job is completed. 
The specific job assignment or task must be performed in tne sequence given, 
and the rate of work must be acceptable, as defined by the supervisor. 




TASK ORDER 22 


CONDITION: 


Given two different Job assignments or tasks. 


INSTRUCTION: 


"Do the {name of lirst job) first and then do the (name of second job)." 


BEHAVIOR: 


Client win perform the two Job assignments or tasks in order. 


STANDARD: 


Behavior must occur until there is a new instruction or the job is completed. 
Both jobs oriasKs must be performed correctly and in the order assigned, and 
the fate of work must be acceptable, as defined by the supervisor. 
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ANOTHER WORKER 23 


CONDITION: 


Given a specific job assignment or task that involves a minimum of two 
workers performing separate parts of the task. 


INSTRUCTION: 


"Do your part of the job with this (these) workeits}." 


BEHAVIOR: 


Client will perform his/her part of the job assignment 


STANDARD: 


Behatrior must occur until there is a new instruction or the Job is completed. 

The part of the specific job assignment or task given to the client must be per- 
formed con-ectly, and the rale of work must be acceptable as defined by the 
supervisor. 




TASK CHANGE 24 


CONDITION: 


Given a specific job assignment or task that involves a minimum of two 
workers performing separate parts of the task. 


INSTRUCTION: 


"Do the part of the job that {other worker's name) is doing now." 


BEHAVIOR: 


Client will change job assignments with the other worker and perform that 

worker's duties. 


STANDARD: 


Behavior must occur until there is a new instruction or the job ts completed, 
me new dssiyntMBMi ntu^i ue peiwrineu voiTSCiiy, ana ine raie oi worn musi 

be acceptable as defined by the supervisor. 




UNFAMILIAR TASK 25 


CONDITION: 


Given a new work task, involving a minimum of three specific responses that 
were part of the client's previous work task, and training on the parts of the 
new task that are unfamiliar. 


INSTRUCTION: 


"Work on this new Job." 


BEHAVIOR: 


Client will perform the new work task. 


STANDARD: 


Behavior must occur until there is a new instruction or the job is completed. 
The new task must be performed correctly, and the rate of work must be ac- 
ceptable as defined by the supervisor. 
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TOOL BORROWING 26 


CONDITION: 


Given a situation In which the client is required to bonow a tool or material 
from another worker. 


INSTRUCTION: 


"A&k (the worlier) if you can t>orrow the (tool or material) and return it (within 
the specified time)." 


behavior: 


Client will ask the worker for the (tool or material} and will return it within the 
required period of time. 


STANDARD: 


Behavior on four consecutive occasions. The tool or material must be 
requested and return to the worker within the time allotted 




WORK RATE 27 




oivon \jniy inc vtiiuai inbiiudion- 


INSTRUCTION: 


"Work harder." or "Work faster." 


BEHAVIOR: 


Client will Increase work behavior in tenns of rate of production, speed, dura* 
lion, frequency, or reduclton in enws. 


STANDARD: 


Behavior on (our consecutive occasions. Work production (final products), 
speed of client's individual responses, client on-iask time, or correct 
responses must increase, or number of errors must decrease, compared to 
client's previous performance. 




DISRUPTIONS 28 


CONDITION: 


vivvpi o sp^^iiiv jvu asKHyiiiiiviii iiHi Clio wiivni la |iaiiuiiiiinyi onu iiiiw uii* 

ferent events that are potentially disruptive (e.g., phone ringing, someone 
walking by). 


INSTRUCTION: 


(In the natural situation, this behavior should occurwith no Instruction. Use 

lhi*t 1 ndfri tf^llnn onhf if Iraininn Iq n-nitirmi I 

"If IhAiw am minnr (lisninlinns innnm IhAm anH kAnn uinriclnn " 


BEHAVIOR: 


Client will continue working during minor disruptions. 


STANDARD: 


Behavior on 20 consecutive work days. Work must continue without interrup- 
tion. 
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DEADLINE 29 


CONDITION: 


Given a situation in which the client must complete a specific task or a 
specific quantity of work products by a certain time. 


INSTRUCTION: 


"We have to finish this (task name or oroduct amount) bv (timet." 


BEHAVIOR: 


Client will remain on-task and continue worldng. 


STANDARD: 


Behavior on four consecutive occasions. The specific task or quantity of work 
must be completed by the specified time. 




ADDITIONAL ASSIGNMENT 30 


CONDITtON: 


Given a specific work assignment or prr duct that Is completed and time re< 
malnlng In the woric <Saf. 


INSTRUCTION: 


(In the natural situation, this behavior should occi*r with no instruction. Use 
this instruction only If training is requited.) 

"When you nin out of work, ask the supenlsor for a new assignment." 


BEHAVIOR: 


Client will ask the supervisor for an additional work assignment or product on 
which to begin woric 


STANDARD: 


Behavior on four consecutive occasions. The supervisor must be contacted 
within 15 minutes after the client's original woric assignment or product Is 

completed. 




DEMONSTRATION 31 


CONDITION: 


Given a demonslrallon by a supervisor on how to perform a specific job 
assianment or task that invtdves a maximum of five resoonses. 


INSTRUCTION: 


"Watch how this Is done and then do it." 


BEHAVIOR: 


Client will perform the task after the demonstration. 


STANDARD: 


Behavior on four consecutive occasions. The job assignment or task must be 
performed conectly, and the rate of work must be acceptable, as defined by 
the supervisor. 
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MODEL 32 


CONDITION: 


Given a model of an object consistins of a maximum of five parts snd given 


IMSTRIICTIOH* 
nvvi WW* 


rui in«? poviv lugdiiw line UIC IllUUd- 


BEHAVIOR: 


Client will assemble the ol}|ect. 




DcnaVlUi on iOUi COnScCUIIVc OCCaSIOflS. IRC pan>> ImU*>1 DC aSSCmDIcU 1^1' 

rectly to match the model, and the rate of work must be acceptable,as defined 
ty the supervisor. 




DIAGRAM 33 


CONDITION: 


Given a set of diagrammatic instructions consisting of a maximum of three 

uiiiereni sieps. 


in9i nvvi ivn> 


roilow iiibsb insiruciions. 


BEHAVIOR: 


Client will perform the steps of the instructions. 


STANDARD: 


Behavior on lour consecutive occasions. Instructions must be tollowed and 
behaviors performed correctly in the proper order, and the rate of worit must 
be acceptable, as defined by the supervisor. 




WRITTEN INSTRUCTIONS 34 




UnrBn B iiioAiiiiuiii oi inTBB uinBiBni wiiiiBii insiiuviiuns. 


in9 1 nuw t iwn> 


roiiow irbsb insiiuciiono. 


BEHAVIOR: 


Client will perform the Instructions. 


STANDARD: 


Behavior on fOur consecutive occasions. Instructions must be followed and 
behaviors performed correctly, and the rate of work must be acceptable, as 
defined by the supervisor. 
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PROCEDURE 35 


CONOmON: 


Given a job with a specific goal bul no specified procedure o; method to 
obtain ttie goal 


INSTRUCTION: 


"Figuie out how we can do .his (reach the goal)." 


BEHAVIOR; 


Client will devise a procedure and accomplish the goal. 


STANDARD: 


Behavior on (our consecutive occasions. The procedure or method aevised by 

the client must accomplish the goat within a reasonable amount of time (as 
defined by the supervisot) and must not waste materials or abuse tools. 




SUPERVISION 36 


CONDITION: 


Given the |ob of supenrising a minimum of one worker. 


INSTRUCTION: 


"Supervise the w«ker(8)." 


BEHAVIOR: 


Client will (1) get the worker(s] to start and stop work as required, (2) notify 
client's supervisor of any problems relating to the worker(s) that the client 
cannot correct, and ^ assist climt's supervisor in evaluation of the worker{s) 
job performance. 


STANDARD: 


Behavior on 20 consecutive work days. The worker(s) must start and stop work 
on time, coniplele their lask(s).and thecliei;t must give feedback about each 
worker to the supervisor. 




SCHEDULE CHANGE 37 


CONDITION: 


Given a dtdly schtJule that the client has followed for a minimum of ten work 
days and some component{8) of that schedule that is (are) changed. 


fNSTRUCTION: 


"Fcrilow the revised schedule." 


BEHAVIOR: 


Client will follow the changed schedule. 


STANDARD: 


Behavior on 20 consecutive work days. The changed schedule must be 
followed correctly. 
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WORK RULES 38 


CONDtTlOH: 


Givwi trtiidng ooncsming work conduct rules. 


INSTRUCTION: 


(In the natural situation, this b^iavlor should occur with no InstrucQon. Use 
this Instruction only if tiainlno Is requlrBd<) 

"Follow the work rules." 


behavior: 


Client will behave as specified In 9i\ rules. 


STANDARDt 


Behavior on ^ consecutive worit days. Hwib must t» no observed violation of 

any rule. 




SAFETY RULES 39 


CONDITION: 


Given training concerning safefy rules al the place of employment. 


INSTirOCTION: 


{In the natural situation, this t»havlor should occur with no instruction. Use 
thift Instruction only If training Is r«(|uired.) 

"Always fbliow the safety rules." 


BEHAVIOR: 


Client «4II behave as specified in all safety rules. 


STANDARD: 


Behavior on 20 consecutive work days. There must be no observed violation of 
any safety rule. 




EQUIPMENT SAFETY 40 


CONDITION: 


Given a specific job assignment or task requiring the use of manual and/or 
power tools and training In safe use of ttie equipment 


INSTRUCTION: 


(In the natural situation, this behavior should occur M^th no instruction. Use 
this Instruction only if training is requlradj 

"Use this equipment In a sata wcy." 


BEHAVIOR: 


aient will safety use the eqidpment 


STANDARD: 


Behavior on 20 ctmsscuUve wofltdays. Tliere must be noobsenrad instaice of 
unsafe use of any equipment 

1 
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DANGER 41 


condition: 


Given five safe and five dangerous situations at wwk described or shown to 
the client (e.g., a ladder placed properly, a ladder placed improperly). 


INSTRUCTION: 


"Is this (nanfie of situation) s^e or dangerous?" 


BEHAVIOR: 


Client must verbally Identity safe and dangerous situations. 


STANDARD: 


All ten situations must be identified conwtly, each withiin 30 seconds, on 
four consecutive situations- 




ACCIDENTS 42 


CONDITION: 


Given training In how to report three or more specific types of industrial 
accidents. 


INSTRUCTION: 


"Show me how to report a (name of accident)." 


BEHAVIOR: 


Client will denrtonstrate the procedure tor reporting eacti accident. 


STANDARD: 


All three procedures must be denrwnstrated correctly, each within five 
minutes, on tour consbcuttve occasions. 




EVALUATION 43 


CONDITION: 


Given a specific job assignment or task. 


INSTRUCTION: 


(In the natural situation, this ttehavior should occur with no instruction. Use 
this instruction only If training is required.) 

"Only ask the supervisor how you've done at the end of the day or during the 
first dsv of a new Job assignment." 


BEHAVIOR: 


Client will asK the supervisor for evaluation of his/her worit only at the end of 
the day or during the firet d^ of a new job assignment. 


STANDARD: 


Behavior on 20 consecutive work days. When interviewed, the supervisor 
must state that the client questioned him/her only at the end of the day or 
during the firet day of a new job assignment. 
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PERFORMANCE 44 


CONDITION: 


Given a specific Job assignment or task. 


INSTRUCTION: 


(In trie naturE^ situation, ttiis tiehavlor should occjrwlth no Instruction. Use 
this instruction only if training Is required.) 

"Do your job right so that you will get good evaluations by your supervisor. 


BEHAVIOR: 


Client will perforin the specific wwk assignment. 


STANDARD: 


Behavior du.'ing a 20-day work period. Client's work must be subsequently 
evaluated by the supervisor as satisfactory. 




SELF-EVALUATION 45 


CONDITION: 


Given a specific job assignment atwhicti the client has been working for at 
least 20 days, and a specific scale for evaluation of work performance. 


INSTRUCTION: 


"Evaluate your own work." 


BEHAVIOR: 


Client will use the scale to evaluate his/her own work performance. 


STANDARD. 


Behavior within 15 minutes. The ctienl'sevaluation must be in agreement with 
the supervisor's evaluation. 




PROMOTION 46 


CONOITION: 


Given a place of employment for two years or more. 


INSTRUCTION: 


(In the natural situation, this behavior should occurwith no Instruction. Use 
this instruction only if training is required.) 

"Work hard and tiy to earn promotion." 


BEHAVIOR: 


Client will obtain advancement. 


STANDARD: 


Behavior within two years. At least one advancement in the client's |ob role or 
promotion must have occurred. 
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IMPROVEMENT 47 



CONDITION: Given a completed work evaluation on the client and a minimum of one 
specific behavior to Improve. 

INSTRUCTION: "Perform this (these) behavior(^ so that your work evaluation will be better 
next ttme." 

BEHAVIOR: Client will perform the speoiflo behavloif^ stated. 

STANDMD: Behavior during a 20Klay work period. The subsequent work eraluatlon must 
be scored higher than the initial one. 
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SKILL SUMMARY CHART 



■ sun ObiacUv* Not Considtred ApplicabI* Tnbiee: 

« SkUIObjMtimMwttrwl Tniiwi<s): 

WORK PERFORMANCE SKILLS 

MUil Asstummt Training 

Dale Date 

Summary SMU Oblacllut + or - Oat* asQun Compleled 



a 


I 


On Time 


□ 


u 


2 


Tools 


□ 


□ 


3 


Undanugad Materials 


□ 


□ 


4 


Amount ot Mdlerials 


□ 


□ 


5 


Sat-Up 


□ 


u 


« 


Starting Time 


□ 


□ 


7 


On-Task 


□ 


□ 


8 


Area Clean 


□ 


□ 


g 


Excessive Waste 


□ 


□ 


10 


Tools Clean 


□ 


□ 


a 


Clean-Up 


□ 


□ 


12 


Tool Storage 


a 


□ 


13 


Product Storage 


a 


□ 


14 


Confusion 


0 


□ 


IS 


Mistake 


a 


□ 


16 


Work Problems 


D 


□ 


17 


New Assignment 


□ 


□ 


18 


Aisembly 


□ 


□ 


19 


Duration 


□ 


o 


20 


Teste RaqKinses 


□ 


□ 


21 


Task Sequence 


a 



SKILL SUMMARY CHART 



■ Skill Obi*cttv* Not Conf ldir*d Appllcabta Train««: 

ffi SUIIObl*eav*MMttr»d Tniii«(s): 

WORK PERFORMANCE SKILLS 

ItdtMAHMWMnt Tralnino 

Date Date 

Summary sun objeciw* ♦ of - Oat* Beflun Comptaled 



D 22 T ask Qfder □ 

Q 23 A nother Wwktf □ 

□ 24 T artc Ownge □ 

□ 26 U nfamiliar Task □ 

□ 26 T ool Borrowing Q 

O 27 Work Rate q 

□ 28 DUruptlonS q 

□ 29 Deadline □ 

□ 30 Additionil Assijnment Q 

□ 31 DemonrtratioB Q 

□ 32 Modd □ 

Q 33 Diagram q 

□ 34 Written Instructions q 
Q 35 Procedure q 

□ 36 9.p-~itift- G 

□ 37 S thedule Chamie Q 

□ 38 Work Rules Q 

□ 3s S alety Rul es Q 

□ 40 Etwipment Safety □ 

□ 41 Danger □ 

□ 42 AccMcntS □ 
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SKILL SUMMARY CHART 



■ SMIt Obitetim Not Considtml Applleablt TrainM: 

S Skill ObiMtlMMnttml Tralntits): 

WORK PERFORMANCE SKILLS 

InRlal AtMsmwirt TraMng 

Date Date 

Suffliiwy Skill Obi*cllv« + or - DaM Btgun Complttod 



□ 43 Evaluation □ 

Q 44 Pertormawo □ 

□ 45 Selt.€v»luatton □ 

□ 46 Promolion CI 

□ 47 Improwment Q 

□ □ 

□ ' □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ O 

□ ■ □ 

o □ 
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VBC CHAPTER 7 

ON-THE-JOB SOCIAL SKILLS 



f 




ON-THE-JOB SOCIAL SKILLS 



On-the-job social skills are of critical importance. There is some evidence that at least as many 

jobs are lost because of deficient social skills as because of work performance deficits. If a 
worker annoys other workers, shows bizarre or disturbing behaviors, or is unable to "get along" 
with coworkers and supervisors, he/she is likely to have social difficulty and receive low evalua- 
tions by peers and/or supervisors. 

On-the-job social skills include such skills as being friendly to others, following accepted com- 
munication procedures, being able to deal conslruclively with criticism, refraining from socially 
destructive or annoying behaviors, talking, answering, and touching others appropriately, and in 
general, being an accepted member of the work staff. 

The standards or criteria for some of the skill objectives in this cfiapter are in a different form 
than those of other skill objectives. It is appropriate (or several of these objectives to use a "social 
validation" as assessment of the client's skill level. Social validation is used when dealing with 
complex classes of behavior that are difficult to specify, break into component responses, and 
measure (Minkin, Braukmann, Minkin, Timbers, Timbers, Fixsen, Phillips, & Wolf. 1976), for exam- 
ple, "getting along with coworkers." For such a class of behavior one can decide upon certain 
responses thai may be components of the particular class, train those responses, and then have 
judges rate whether or not the client "gets along with coworkers." The judges' ratings act both as 
a standard for performance and as a validation of the critical response components of the par- 
ticular class of behavior. The Judges in these objectives are the client's coworicers and supervisor. 

If such a social validation criterion is considered by the user to be inappropriate for a given 
client or situation, an alternative criterion may be established. For example, If talking too much 
during work is a problem for a client, a maximum standard of 15 "talks" to other clients during 
work might be determined- Then if the client stays under this maximum each day for a specified 
number of days, the skill objective has been accomplished. 

As described in Chapter 1, skill objectives may be modified to suit the client, training program, 
or setting. Modifications may be made In one or more of the following ways: 

1 . Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives thai may be needed. (These should be written in the same format 
as the ones included here. Some blank forms at the end of the chapter are pfOvided for that 
purpose.) 

3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, and/or (c) standards to suit a client with particular needs or handicapping con- 
ditions or to better suit the purpose of training. 

For example, if the work setting ftas no change in supervisors, the objective that requires 
maintenance of performance under a new supervisor might be deleted (1) as not appropriate. A 
new skill objective might be added (2) in which the client interacts In a friendly way with more 
than one supervisor. Or the condition, behavior, and standard might be modified (3) to require that 
the client interact verbally (or with sign language) with a new supervisor at least twice each day for 
ten working days. 
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It should be noted that the standards for correct performance of these skills are usually more 
demanding than In some of the former chapters. These more stringent requirements are 
necessary to insure that the worker's social skills are consistently appropriate in the job situation. 
For example, it would not be appropriate on only three of four occasions for a client to avoid hit' 
ting a supenrisor who has r^irlmanded him. A client sfiould never hit a supervisor. 



Intended use of the on-the-]<A social skill objectives is provided by the following illustration. 





CONVERSATION 5 


CONDITION: 


Given a specific job assignment or task which Invt^ves a minimum of one 
other worker. 


INSTRUCTION: 


(\n the riatural situation, this behavior should occur with no Instruction. Use 
this instruction only if training is required.) 

"While working or on breaks you can talk to your fellow workers in a friendly 
manner, but don't talk to ihem so much thai they can't work." 


BEHAVIOR: 


Client will verbally interact with coworker(s) without disrupting or interfering 
with their job assignments. 


STANDARD-. 


Behavior during a 20-day work period. The frequency of the client's verbal In- 
teractions must be appropriate, as defined by the agreement of all co-workers 
interviewed at the end of the 20 day period (co-workers must be asked, "Did 
the client ever talk to you so much that you couldn't do your work?") 



An INITIAL ASSESSMENT of "-i-" on the Skill Summary Chart indicates that the client in- 
teracted verbally with co-workers (without the instruction being given). After a 20-day work period 
the client's co-workers were asked the question in the standard. Each agreed that the client did 
not talk so much that the co-workers could not do thtir work. Thus, the plus and date were entered 
under "INITIAL ASSESSMENT " a " •^ " entered in the summary column, and no additional training 
on this skill objective was required. If anyol the co-workers had indicated that the trainee or client 
talked so much that it interfered with the co-woiker's woik, the instructor would have marked " - " 
under "INITIAL ASSESSMENT'' and then begun training at that time or on some later date. 

In the INSTRUCTION component of several of the skill objectives in this chapter, the following 
statement is made: "In the natural situation, this behavior should occurwith no instruction. Use 

this instruction only if training is required." In a "real jol)," those Skills will be expected without 
any instructions. For example, no one will instruct the client to use only his/her own tools and 
belongings. 

The Cues for that betiavior should be present in the natural work setting. Thus, the client has 
nrtastered the skill objective only if he/she emits those behariors without any instructions. 
However, the INSTRUCTION is included in the skill (M)jective because It may be useful in the early 
stages of training. 
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ON-THE-JOB SOCIAL SKIUS INDEX 



1. Arrival 

2. Departure 

3. Interest 

4. Assistance 

5. Conversation 

6. Complaints 

7. Ordering Workers 
6. Verti^izatlons 

9. Intensity 

10. Argument 

11. Physical Contact 

12. Habits 

13. Profanity 

14. Truth 

15. Theft 

16. Supervisor 

17. Reprimand 

18. Supervisor Interaction 

19. New Supetvisff 
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ARRIVAL 1 


CONDITION: 


Given the arrival at tiie place of woilc. 


INSTRUCTiON: 


(In the natural situation, this behavior should occur u/ith no instruction. Use 
this instruction only if training is required). 

"When you first see yourcowrkers each day, say 'hello,' 'ht,' or some other 
nice greeting." 


BEHAViOR: 


Client will give a greeting when first seeing co-worhers. 


STANDARD: 


Behavior on 20 consecutive work days. At least one appropriate greeting must 
be observed each day (either Initiated by the client or in response to another 
person's greeting.) 




DEPARTURE 2 


CONDITION: 


Given the departure from the place of work. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required^ 

"When you leave for the day, say 'see you,' 'good-bye,' or some other ap- 
propriate gooMye." 


BEHAVIOR: 


Client will say good*bye when leaving the place of work. 


STANDARD: 


Behavior on 20 consecutive work days. At least one appropriate good-bye 
must be observed each day (either initiated by the client or in response to 
another person's good-bye). 





INTEREST 3 


CONDITION: 


Given a specific Job assignment or task which involves a minimum of one 
other worker. 


INSTRUCTION: 


(in the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required^ 

"Show an interest in your fellow workers) by watching him/her work and by 
asking questions about what he/she does." 


BEHAVIOR: 


Client will observe fellow worker(s} perform their specific job and will ask the 
worker(5!} questions about the job. 


standard: 


Behavior during a 20*day work period. When asked at the end of the 20-day 
period, the worker(s) must state that the client showed an interest In his/her 
(their) work. 
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ASSISTANCE 4 



CONDITION; 
INSTRUCTION: 



BEHAVIOR: 

STANDARD: 



Given a specffic fob assignment or task whicti involves a mmimum of one 
other co-worker who requires assistance lo perform a particular task. 

(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required.) 

"If one ol your fellow workers needs some help, ask him/her if you can help." 

Client will ask the courier if the client can assist. 

Behavior within three minutes on four consecutive occasions of a co-wO(1(» 
needing assistance. 



CONVERSATION 5 



CONDITION: 
INSTRUCTION: 



behavior: 
standard: 



Given a specific Job assignment or task which involves a minimum of one 
other worker. 

(In the natural situation, this behavior should occur with no instruction. Use 
this insturction only if training is required.) 

"While wroritlng or on breaks, you can talk to your feltow wrorkers In a friendly 
manner, but don't talk to them so much that they can't work." 

Client wilt verbally interact with co*worker(s} without disrupting or Interfering 
with their job assignments. 

Behavior during a 20-day work period. The frequency of the client's verbal In* 

teractions must be appropriate, as defined by agreement of all co-workers in- 
tenie ved at the end oi the 20-day period (co-workers must be asked, "Did the 
client ever talk to you so much that you couldn't do your work?") 
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COMPUINTS 6 


CONDITION: 


Given a specHIc {ob assignment or task which involves a minimum of one 

other worker. 


INSTRUCTION: 


(In the natural situation, tNs behavior should occur writh no instruction. Use 

this instruction only if training is required.) 

"While working or on breaks you can talk to your fellow workers in a friendly 
manner, but don't complain aboul them or say anything bad unless they are 
doing the loh' wrong or doing something dangerous." 


BEHAVIOR: 


Client will verbally interact with co-worker{$} without saying anything negative 
or punishing about them unless the job is being done wrong or they are doing 
something dangerous. 


STANDARD: 


Behavior during a 20-day work period. The content of the client's verbal in- 
teractions must be appropriate, as defined by agreement of all co-workeis in- 
terviewed at the end of the 20<lay period (co-workers must be asked, "Has the 
client ever said anything bad about any other worker to you?" )t yes, co-worker 
must be asked. "Did the client say it was about a job done wrong or a 
dangerous situation?") 




ORDERING WORKERS 7 


CONDITION: 


Given a spedlic job assignment or task which Involves a minimum of one 
other woriter. 


INSTRUCTIONS 


(In the nature) skluailon, this b'havior should occur with no Instruction. Use 
this instruction only if training is required.) 

"While working or on breaks you can talk lo your fellow workeis in a friendly 
mann^, but don't tell any other worker what to do or how to behave unless 
they are doing the job wrong or they are doing something dangerous." 


BEHAVIOR: 


Client will veibally Interact with co-worker{s) without telling any worker what 
to do unless the job Is being done wrong or they are doing someihing 

dangerous. 


STANDARD: 


Behavior during a 20 day work period. The content of the client's verbaE in- 
teractions must appropriate, as defined by agreement of all co-workers inter- 
viewed at the end of the ZflKlay period (co-worfcer must be asked, "Has the 
client ever ordered you around?" IF yes, co-worker must be asked "Did the 
client order you when the )ob was done wrong or when there was something 
dangerous?") 
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VERBALIZATIONS 8 


CONDITION: 


Given a specific {ob assignment or task which involves a minimum of one 
other worker. 


INSTRUCTION: 


(In the natural situation, this liehavlor should occur with no Instruction. Use 
this fnstruction only If tralnino Is required.) 

"While worklrH] or on breaks you can talk to your felloMr* wort^ers in a friendly 
manner, but dont make up unreal tMngs to talk about and dont talk to 
yourself." 


BEHAVIOR: 


Client will verbally Interact with co*woricer(s) without making up unreid things 
to say and without talking to himftierself. 


STANDARD: 


Behavior during a 20Klay work period. The content of the client's verbal in- 
teractions must be appropriate as defliwd by agreement of all co-workers in- 
terviewed at the end of the 20-day period (co-workers must be asked, "Do you 
understand what ine ciienx laiKs aooui f ano dobs tne oiimii ever tain lo 
hlm/harself?") 






CONDtnON: 


Giv^ a ^tecific lob assignment or task which Involves a tnlnimum of (Hie 
other worker. 


INSTRUCTION: 


(In the natural situation. th!s behavior should occur with no Instruction. iSse 
this Instruction only if training is requlradj 

"White working or on breaks you can ttik to your fellow workers In a friendly 
manner, but don't yell or talk loud." 


BEHAVIOR: 


Client will vertnlly Interact with comvorkef(4 without yellkig or ttf king loud. 


STANDARD: 


Behavior during a 20Klay work period. The loudness of the client's vert»l in* 

teractions must be appropriate as defined by agreement of all co-workers in- 
terviewed at the end of the 20*day period (co-workers must be asked, "Does 
the client ever yell or talk too loud?") 
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ARGUMENT 10 


CONDITION: 


Given a specific Job assignment or task which Involves a minimum of one 
other worker. 


INSTRUCTION: 


(in the naturai situation, this behavior should occur with no instruction. Use 
this instruction only If tiainlng is required.) 


'■■V 


"You can talk with your fellow workers In a friendly manner, but don't argue 
loudly with them." 


BEHAVIOR: 


Client will verbally Interact appropriately with co>workei{s) without arguing 
loudly. 


STANDARD: 


Behavior during a M-day work period. The content of the client's verbal in- 
teractions must be appropriate as defined by agreement of all co>workers 
when interviewed at the end of the 20-day period (co>workers must be asked, 
"Does the client ever argue loudly with you?") 




PHYSICAL CONTACT 11 


CONDITION: 


Given a specific Job assignment or task which Involves a minimum of one 
other worker. 


INSTRUCTION: 


(In the natural situation, this be.'ravlor should occur with no Instruction. Use 
this Instruction only If training Is required). 

"While worKing or on breaks you can touch other workers while shaking 
hands, "Giving five", or helping someone up from tfie floor, but don't hit 
anyone or touch anyone who doesn't like it." 


BEHAVIOR: 


Client will touch other workers only In appropriate situations. 


STANDARD: 


Behavior during a 20-day woik period. The client's Interactions must be ap- 
propriate as defined by agreement of all co>workers Interviewed at the end of 
the 20'day work period (co-workers must be asked, "Has the client ever hit 
you?" and "Has the clfent ever touched too much?") 
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HABITS 12 


CONDITION: 


Given a specific job assignmenl or lask. 


INSTRUCTION: 


(in the natural situation, this behavror should occur with no instruction. Use 
this instruction only it training is required). 

"You can have your own habits and ways of doing things, but don't do 
anything that bothers or upsets another person, such as singing to yourself, 
too much complaining, or picking your nose." 


BEHAVIOR: 


Client will not exhibit any otiensive tics, nervous habits, or inappropriate 
behaviors. 


STANDARD: 


Behavior during a 20-day work period. When asked at the end of the 20-day 
period, the supervisor must state thai the client did not exhibit any tics, ner- 
vous habits, or other inappropriate behaviors. 




PROFANITY 13 


CONDITION: 


Given a specific job assignmenl or task. 


INSTRUCTION: 


{In the nature situation, this behavior should occur with no instruction. Use 
this instnjction only if training is required). 

"While at work, do not cuss or swear too much." 


BEHAVIOR: 


Client will not use excessive profanity.' 


STANDARa- 


Behavior during a 20<iay work period. Wfien asked at the end of the 20-day 
period, the supervisor must slate that the client did not swear too much. 




TRUTH 14 


CONDITION: 


Given a specific Job assignment or task. 


INSTRUCTION: 


(In the nature situation, Ittis betiavior should occur with no instruction. Use 
this Instruction only If training is required). 

"When taking with your tellow workers, always teil the truth — never lie." 


BEHA/IOR: 


Client will always tell the tnith when talking with co-woikers. 


STANDARD: 


Behavior during a 20-day virork period. No instances of lying by the client must 
be proven. 
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THEFT 15 


CONDITION: 


Giv8n a specific job assignment or task. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction onty if training is required). 

"Use only your own tools and belongings, and never steal anyone else's 
things." 


BE:4AVI0R: 


Client will use only his/her own tools and belongings. 


STANDARD: 


Behavior on 20 consecutive work days. When observed, client must possess 
his/her own betongings, and no incident of theft must be proven to have been 
committed by the client. 




SUPERVISOR 16 


CONDITION: 


Given only the verbal instruction. 


INSTRUCTION: 


"Who tells you what to do at work, and who do you ask if you have any ques* 
lions?" 


BEHAVIOR: 


Client will point to and/or state the name of hisfher immediate supervisor. 


STANDARD: 


Behavior within ten seconds on four consecutive occasions. Person named or 
pointed to must be the immediate supervisor of the client. 




REPRIMAND 17 


CONDITION: 


Given a situation In which the client is verbally reprimanded by a co-worker or 
supervisor. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instniction only If training is required). 

"If you are criticized or reprimanded for something, ask the reasons for it and 
be able to state them and what you can do to correct the problem." 


BEHAVIOR: 


Client will ask the reasons for the reprimand, and for specific behaviors to 
change. 


STANDARD: 


Behavior on four consecutive occasions. The reascMis for the reprimand and 
the specific behaviors to change must be staled by the client, and no emo- 
tional response must be exhibited (e.g., crying, hilling, complaining). 
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SUPERVISOR INTERACTION 18 



CONDITION: 

INSTRUCTION: 



BEHAVIOR: 
STANDARD: 



Given a specific lob assignment or tasit, and the immediate supervisor. 

(In the natural situation, tNs behavior should occur with no instruction. Use 
this instruction only if training is required). 

"While virorlang or on breaks only tall( to the supervisor when it is needed. Say 
hello to him and be nice, but other than that, tallt to him/her only when there Is 
something important." 

Client will greet the supervisor, but will verbally Interact with him/her only 
when there is an important matter. 

Behavior during a 20'day work period. When intewiewed at the end ot the 
20-day period, the supervisor must slate that the client did not talk too much 
to hiin/her. 



NEW SUPERVISOR 19 



CONDITION: 

INSTRUCTION: 

BEHAVIOR: 
STANDARD: 



Given a specific job assignment or task for the client, and a change in super* 
visors. 

"You are going to have a new supervisor. Keep working like you have in the 
past." 

Client will maintain wrork schedule and rate of production. 

Behavior during a 20-day work period. No decrease in production or work rate 
must occur. 
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VBC CHAPTER 8 

UNIONpf INANCIAL-SEGURITY SKILLS 



> 



I 



UNIONFINANCIALSECURITY SKILLS 



Union, financial, and security skills are concerned with economic considerations. It is not ap- 
propnate to dictate how a good woilcer will spend the money earned; however, guidelines about 
the economic aspects of the job are important. These sMIls include verbal and motor behaviors 
concerned with company policy, withholding and payroll deductions, obtaining pay, overtime, 
union functions, insurance and benefits, pay periods and amounts, hwdling pay, using checks, 
and budgeting. 

As described in Chapter 1, sKill objectives may be modified to suit the client, training pro£)ram, 
or setting. Modifications may be made in one or more of the following ways: 

1. Deleting skill objectives that are not appropriate. 

2. Adding new skill objectives that may be needed. (These should be written in the same forma' 
as the ones included here. Some blank forms at the end of tfw chapter are provided for that 



3. Modifying existing skill objectives by adapting (a) conditions and instructions, 
(b) behaviors, andfor <c) standards to suit a client with particular needs or handlcai^ing con- 
ditions or to better suit the purpose of training. 

For example, in a setting where overtime work is not a possibility, the objective about overtime 

might be deleted (1) as not appropriate. A new skill objective might be added (2) concerning a pro- 
cedure for Joining the credit union, if such a benefit is available. Or the condition, behavior, and 
standard of the overtime objective might be modified (3) to accommodate actual participation in 
overtime work by the client. 

Intended use of the union, financial, and security skill objectives is provided by the following 

illustration. 



ourpose.) 



JOB TITLE 1 



CONDITION: 



Given the client's offidal job title and hours worked. 



INSTRUCTION: 



'What is your job title and what hours do you work?' 



BEHAVIOR: 



Client will state the job title and the hours worked. 



STANDARD: 



Behavior within one minute on four consecutive occasions. The job title and 

hours stated must be correct. 
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An INITIAL ASSESSMENT of "- ' on Ihe Skill Summary Chart indicates that the instructor asked 
the client what his/her fob title was and the hours worked. However, the client accurately named 
Ihe job title but erred when staling the number ol hours worked in the week. That is, on at least 
one occasion the client was wrong about some part of the answer. This does not meet the 
Criterion of correct behavior on four consecutive occasions. When training for this objective 
begins, the date is entered under "Date Begun. "When the client demonstrates mastery ol the skill, 
(four consecutive occasions), the date is entered under "oale Completed" on the Skill Summary 
Chart, and a " " is entered tn the summary column. If the worker had demonstrated mastery of 
the skill in initial assessment, the instructor would have marked " + " under "INITIAL ASSESS* 
WENT" and entered the date. 

In the INSTRUCTION component of severaf of the skill objectives in this chapter, the following 
statement is made: "In the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training is required." In a "real job," those skills will be expected without 
any instructions. For example, no one will instruct the client to fill out income tax forms. Re- 
ceiving the appropriate tax forms should be the cue for these behaviors. Thus, the client has 
mastered the skill objective only if he/she emits those behaviors without any instructions. 
However, the INSTRUCTION is included in the skill objective because it may be useful in the early 
stages of training. 
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UNION-FINANCIAL-SECURITY SKILLS INDEX 



1. Job Title 

2. Withholding Forms 

3. Company Policy 

4. Compensation 

5. Unions 

6. Union Functions 
,7. SlriKe 

8. Insurance 

9. Insurance Information 

10. Time Clock 

11. Hours 

12. Earnings 

13. Pay Supervisor 

14. Check Cashing 

15. Bank Slips I 

16. Bank Slips II 

17. Deposits 
1& Withdrawals 

19. Checks 

20. Budgets 

21. Expense Records 

22. Income Tax 





JOB TITLE 1 


CONDITION: 


Given ihe client's otficia) job title and hours worked. 


INSTRUCTION: 


"What is your job title and what hours do you work?" 


BEHAVIOR: 


Clien: will slate Ihe job title and the hours worked. 


CTAUnARtV 
4 1 nnunnu* 


oenavior wiinin one minute on tour consecutive occasions, ine too itiie and 
hours stated must be correct. 




WITHHOLDING FORM 2 


CONDITION: 


Given the withholding lorm (or dependents. 


INSTRUCTION: 


"Fill out the form, writing down the number of dependents you want to claim." 


BEHAVIOR: 


The client will fill out the form. 


STANDARD: 


Behavior within live minutes on lour consecutive occasions. The lorm must 
oe iiiieu out correciiy, witn a numoer equai to or less tnan tne numoer oi peo* 
pie directly dependent on the client, written in the appropriate space. 




COMPANY POLICY 3 


CONDITION: 


Given the company policies on: (1) the rale of pay (per hour, per unit, per 
schedule, etc.), pay days, and procedure for obiainirig the paycheck; 

(2) number of vacation days per year aiid the procedure lor receiving them; 

(3) number of sick days per year and the procedure for receiving thbm: and 

(4) overtime. 


INSTRUCTION: 


(1) "HOW much pay do you gel, when do you gel paid, and how do you gel your 

paycheck?" 

(2) "How many vacation days do you get a year, and how do you get them?" 
{3) "How many sick days do you gel a year, and how do you take (hem?" 
(4) "What is the company policy on overtime?" 


BEHAVIOR: 


Client will answer each of the above questions. 


STANDARD: 


All four questions must be answered correctly, each within three minutes, on 
four consecutive occasions. The Information stated by the client must corres- 
pond with company policy. 
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COMPEMSATION 4 


CONDITION: 


Given the state policies cn workmen's compensation and unemployment 
insurance. 


INSTRUCTION: 


(1) "What i$ Workmen's Compensation, and how do you get it?" 

(2) "What is unemployment Insurance, and how do you gel it?" 


BEHAVIOR: 


Client will answer each ol the alwve questions. 


STANDARD: 


Both questions must be answered correctly, each within three minutes, on 
lour consecutive occasions. Worttmen's Compensation must be defined as 
payment to a worker intured on the lob, and unemployment insurance must be 
defined as payment to a worker la!d off the job- The client's descriptions for 
obtaining each must correspond with state policy. 




UNIONS 5 


CONDITION: 


Given a description of unions and union functions. 


INSTRUCTION: 


"What Is a union, and what are two things that a unioi does for you?'* 


BEHAVIOR; 


Client will describe a union and slate two of its functions. 


STANDARD: 


Betiavior within five minutes on four consecutive occasions. A union musi be 
described as an association of workers, and at least two union functions must 
be stated (e.g., highei wages, better working conditions, help with work 
grievances). 




UNION FUNCTIONS 6 


CONDITION: 


Given a union representative and/or literature relating to the union at the 
client's place of woilt. 


INSTRUCTION: 


(In (he natural situation, this behavior should occur with no instruction. Use 
this instructnn only if training is required.) 

"Talk with the union representative and/or reau about the union so that you 
know what the union does." 


BEHAVIOR: 


Client will talk with the union representative and/or read the literature. 


STANDARD: 


Behavior within one day. The following questions relating to the duties and 

functions of (he union must be answered correctly by the client: (1) "What 
is the name ot the union?" (2) "Howdoyouget in theunion?" (3) "How much 
are the union dues?" 
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STRIKE 7 




CONDITION: 


Giver, only Ihe verbal instruction. 




INSTRUCTION: 


"Why do workers go on strike?" 




BEHAVIOR; 


Client will state at least one reason that workers strike. 




STANDARD: 


Behavior within two minutes on lour consecutive occasions. At least one 
reason must be staled for workers going on strike (e.g.. no work contract, poor 
working conditions, inadequate pay). 






INSURANCE 8 




CONDITION: 


Given a description of insurance and the functions of insurance. 




INSTRUCTION: 


"What is insurance, and what are two things insurance does for you?" 




BEHAVIOR: 


Client will describe insurance and state two of its functions. 




STANDARD: 


Behavior withCn five minutes on four consecutive occasions. Insurance must 

be described as payment to a company which pays back money lo the in- 
dividual if he/she becomes sick or injured. At least two functions of insurance 
must be stated (e.g.. pays money If stck or mjured. helps with hospital bills, 
pays dividends). 






INSURANCE INFORMATION 9 




CONOmON: 


Given an insurance representative and/or literature relating lo insurance 
available a( the client's place of work. 




INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training is required^ 

"Talk with the insurance representative and/or read about the insurance so 
that you know about the insurance you can gel. " 




BEHAVIOR: 


Client will talk with the insurance representative and/or read the literature. 




STANDARD: 


Behavior within one day. The following questions relating to the available 

insurance must be answered correctly by the client: (i) "'What kind of 
insurance is it?": (2) ''How do you get the insurance?": (3) "How much is the 
insurance?" 
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TIME CLOCK 10 


CONDITION: 


Given a time clock, time catd, and instructions for use. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if trainir^ is required.) 

"When you get to work each day, punch in using your lime card. When you 
quit (or lunch, punch out When you start work after lunch, punch in, and when 
you leave work for the day, punch out." 


BEHAVIOR: 


Client will punch the time card upon arrlvai at work, quilling for lunch, starling 
work after lunch, and leaving work. 




DonaVior on £U cufis>ccuiiv9 wuiK iKiyv« cci'^n ociy ivio iiniQ c<inj inuoi uv 

punched at the above times In the correct places on the card. 




HOURS 11 


CONDITION: 


Given the length of one pay period. 


INSTRUCTfON: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only if training Is required.) 

"Keep track of the numtier of hours you worked In one pay period." 


BEHAVIOR: 


Client will record the number of hours urorked In the pay pertod. 


STANDARD! 


Rfthaulnr uiithln nnA nfiu nArifwl ThA niimhAr hniirft fttAtAri hu thp ^ItAnt iniiftt 

DvlMlVIV mil III 1 VII V U9J l^vl I^MJb 1 llv liUlltl^Bl Vi IIVUI V viaivU U J tllQ ^TIQIII iliUOl 

correspond with the number computed by the pay supervisor. 




EARNINGS 12 


CONDiriON: 


Given the number of hours worked by the client In one pay period and the rate 
of pay <per hour, per unit, per schedule, etc.). 


INSTRUCTX>N: 


"Figure out how much money you made during this pay period." 


BEHAVIOR: 


Clienl will compute the gross amount of pay earned during the pay period. 


STANDARD: 


Behavior within 15 minutes. Theamouni computed by the client must corres- 
pond with the amount computed by ifie pay supervisor. 
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PAY SUPERVISOR 13 






6iv8n only ine vorDai msinjciton. 




INSTRUCTION: 


"If you hwe questions about your paycheck or about your pay or hours 
woTKeo, wnOm oo you asK: 




ncu AwmB> 
pcnAViuii: 


oiieni will poini lo anoior name me pay supennsor. 




STANDARD: 


Behavior within ten seconds on four consecutive occasions. The person 
named or pointed to must be in charge of the 






CHECK CASHING 14 




UUNUIIIUN. 


uiven Only me verbal insiruciion. 




iNsiHUiriiun: 


wnere ano now can you casn your cnecK/ 




pcnAViUK: 


oiient will siaie or aemonstraie where and now ine cnecK can oe casnea. 




STANDARD: 


Behavior within five minutes on four consecutive occasions, A place to cash 
the checlt (e.g., supermarl<et, bank), proper signature, and identification must 
be specified. 






BANK SUP 1 IS 




CONDITION: 


Given a bank deposit slip, a withdrawal slip, and chock, presented in a mixed 
order< 




INSTRUCTION: 


"Point to the deposit slip." 
"Point to the withdrawal slip/' 
roini 10 Ine cnecK. 




DcnAviUK: 


Ciieni will poini lo me iiem Rameo. 




STANDARD: 


All three Items must be pointed to conectly, each within ten seconds, on four 
consecutive occasions. 
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BANK SLIP II 16 


CONDITION: 


Given a bank deposit slip, a withdrawal slip, and check, presented in a mixed 
order. 


INSTRUCTION: 


"What is this?" (Point to one of the items.) 


BEHAVIOR: 


Client will name the item pointed to. 


STANDARD: 


Afl three items must be named correctly, each within ten seconds, on four 
consecutive occasions. 




DEPOSITS 17 


CONDITION: 


Given a specific sum of money, a savings account book, a blank deposit slip, 
and a savings account at a bank. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training Is required.) 

"Fill out the deposit slip, and deposit this money in your savings account." 


BEHAVIOR: 


Client will fill out the deposit slip and give the money, the deposit slip, and the 
savlngii account book to the teller. 


STANDARD: 


Behavior within 20 minutes on four consecutive occasions. The deposit slip 
must be completed, within three minutes, so that no corrections are made on 
it by the teller and the savings account book shows the money credited to the 
account. 




WITHDRAWALS 18 


CONDITION: 


Given a savings account book, a blank withdrawal slip, and a savings account 
at a bank. 


INSTRUCTION: 


(In the natural situation, this behavior should occur with no instruction. Use 
thi:{ Instruction only If training is required.) 

"Withoraw a small sum of money from your savings account." 


BEHAVIOR: 


Client will fill out the withdrawal slip and give the withdrawal slip and the sav- 
ings account book to the teller and request that a certain amount of money be 
withdrawn. 


STANDARD: 


Behavior within 20 minutes on four consecutive occasions. The withdrawal 
slip must be completed, within three minutes, so that no corrections are made 
on it by the te'ler, the client is given the money, and the savings account book 
shows the money debited from the account. 
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CHECKS 19 


CONDITION: 


Given a department or grocery store, certain merchandise from the store, 
checks irom the client's checking account, and the client's personal iden- 

ttfiRntlnn 

til I uot I m !■ 


INSTRUCTION: 


(In the natural situation, this behavior should occur witn no instruction. Use 
this instruction only if training is required.) 

"VUritfi a chsnk tA naw fnr thi<t ■narr'hanrii<tB " 


BEHAVIOR: 


Client will write acheck for the amount of the merchandise and will give it to 
the store emolovee with orooer identitication 


STANDARD: 


Be ^avior on four consecutive occasions of pa^ng by check. The check must 

be filled out con-ectly, and the proper identification must be shown (if re- 
quested), so that the transaction is completed. The check must not be 
returned due to insufficient funds. 




BUDGETS 20 


CONDITION: 


Giufin thfi ADfinififi Amount ol nAl flAkfi hom^t fidr rnonlh 


INSTRUCTION: 


"Figure out a budget for spending your money for rent, utilities, fond, and 
transDortatlon " 


BEHAVIOR: 


niiAnl ufill f*nmni)iA hnuf miirh of thA nAl Mv miiftt Ka nlliv*filAf1 to Anf*h arAci 

viioiii mil wviiipbio iivif iiiwwii VI tire 1191 iiiuoi w oiiwwaivu tv vQwii 0i9<]u 


STANDARD: 


Behavior within one day. The total amount of money allocated for all of the 
areas must not exceed the net pay per month, and there must be sufficient 
funds allocated so that if the client spent only the budget money in these 
areas, the bills would be paid. 




EXPENSE RECORDS 21 


CONDITION: 


GivAn a oreoared monthlv budoet 


INSTRUCTION: 


"Keep a written reconj of how much money you spend and what you spend it 

on this nvinth and live within the hudoet " 

VII iiijo iiKJiiiii miw iivo nttiiiii iiiv wuu^Qt. 


BEHAVIOR* 


Client will kflfiD a wrfttfln rscord of exiMnses for the month 

W1I9I l\ will nwCl/ 0 ni 1 lt0l 1 1 \Jl •ml VI S^l/Bl I9v4 1 VI 11 Iw 1 1 IVI 1 til. 


STANDARD: 


Behavior within one month. The money spent in each area must be within the 
amount specified it) the budget. 
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INCOME TAX 22 



CONDITION: Given federal and state Income tax short forms, W-2 forms, and instructions 
for use 



INSTRUCTION: 



BEHAVIOR: 
STANDARD: 



(in the natural situation, this behavior should occur with no instruction. Use 
this instruction only If training is required^ 

"Fill out your federal and slate income tax short forms." 

Client will complete the federal and state short forms. 

Behavior within one week The Information on the tax forms, when checked, 
must appear In the appropriate spaces and correspond with the information 
on the W-2 forms, and all calculations must t>e figured correctly. 



SKILL SUMMAfiY CHART 



■ SktllOb|ecUve Not ConstderMi Applicable 
m Skill ObteetiwMMtand 



Tr^nee: 



Tfalntr(9): 

UHION-FIHANCIAL-SECURITY SKILLS 
InaW AMHtmnI 



TrMnlns 



Summary 



Skill ObjKllvt 



+ or - 



Dal* 



Date 
Besun 



Date 
Completed 



□ 
□ 
□ 
□ 

o 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
o 
□ 



1 Job Title 



2 WIthhoidlns Forms 



3 COftiDanvPoircv 

4 Comparnatlon 

5 Unions 



6 Union Functions 



7 Strike 



8 Insurance 



10 Time Clock 



11 Hours 



12 Earnings 



13 Pay Supervisor 

14 Checit Cashing 



IS Bank Slips I 



16 Bank Slips II 



17 Deposits 



IS Withdrawals 



19 Checks 



20 Budgets 



21 Expense Records 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



9 liiSuranCfl Informatio n □ 



□ 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
Q 



ib2 
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SKILL SUMMARY CHART 



■ Skill ObjectWe Not Considered AppllcaM« Trainee: 

as Skill Objective Mastered Trainer(8): 

UNIWi-FINANCIAL-SECURITY SKILLS 

inlUal Atstnment Training 



Summanr 



sun Objvottw 



+ or - 



Dal* 



Dale 
Begun 



Dale 
Complaled 



LI 

a 

0 

o 

0 

u 
□ 
□ 
□ 

□ 
a 
c 



22 income Tax 



□ 



□ 



r- 



n 

D 
□ 

a 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

D 
D 
□ 
□ 
□ 
U 
□ 
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VBC CHAPTER 9 



rEP AmmRP 



INDIVIDUALIZED EDUCATION PROGRAM (lEP) 
AND INDIVIDUALIZED WRITTEN REHABILITATION PROGRAM (iWRP) 



Public laws require individualized written plans to be constru Jed for many students, trainees, 
and clients. The Vocational Behavior Checklist may be used lo construct such plans to comply 
with these laws and provide quality plans of education, training, and rehabilitation. The In- 
dividualized Education Program ('.EP) is required for "all handicapped children. " The Indiwidualiz 
ed Written Rehabilitation Program (IWRP) is required for' handicapped individuals" receiving 
rehabilitation services. The Employment Development Plan (EDP) is recommended for persons 
served by the Comprehensive Employment and Training Act (CETA). 

Individualized Education Program (lEF'} 
The "Education for AM Handicapped Children Act of 1975" (Publir. Law 94-142) states: 

(19) The term "individualized education program" means a written statement for each 
handicapped child developed m any meeting by a representative of the local educational 
agency or an intermediate educational unit who shall be qu^^lified to provide, or supervise 
the provision of, specially designed instruction to meet the unique needs of handicapped 
children, the teacher, the parents or guardian of such child, and. whenever appropriate, 
such child, which statement shall include |A) a statement of the present levels of educa- 
tional performance of such child. (B) a statement of annual goats, including short-tern 
instructional objectives, (C) a statement of the specific educational services to be 
provided to such child, and the extent tO which su<-h child will be able lo participate m 
' regular educational programs, (D) the projected date for initiation and anticipated duration 
of Such services, and (E) appropriate objective criteria and evaluation procedures and 
schedules for determining, on at least an annual basis, whether instructional objectives 
are being achieved. 

The lEP can take any written form as long as it includes: 

1. What the child or student can do at preseit. 

2. Yearly goals, including short-term instructional objectives. 

3. The type and content of training. 

4. A starting date and how long training will probably continue. 

5. Specific and regularly scheduled evaluation proct,Jures with ob/ective cnlena 

What might the lEP for Anthony (considered in Chapter 1) look liKo? In Chapter 1 Anthony had 
mastered Prevocational Skills 1. 2. 3.4. 5, 6. 7,8. 9, 10. ii. 12. 13. 14. 15. 16. 18. 19. 20. 21.22. 23.25. 
28. 30, 31. 32. 34, 40, 45, 49 and 50. The prevocational inslrtictor and training staff of the Employ 
ment Training Program have determined this during assessment of fiis skills to date. This is 
represented in Part 1 (Present Levels of Student or Trainee Performance) ol the lEP for Anthony. 

Part 2 of Anthony's lEP indicates annual goals. His advisory committee members beheve that he 
can master the rest of the necnssary Pre./ocational Skill Obiectives in the coming year. With those 
basic skills as a foundation, he should be able to master the remaining skills for 3uccessfully 
apDiying for obtaining, and performing the jOb of an air conditioning repairman or repairman's 
helper. 

The Short term objectives in Part 3 of Anthony s lEP follow directly from these ar. jal goals. 
They are objectively specified and objectively evaluated. Clear statements of Ck.nditiOns. 
behaviors, and standards as contained in the skill objectives of The Vocational Behavior Checklist 
are necessary for such objective planning and assessment. 
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INDIVIDUALIZED EDUCATION PROGRAM (IBP) 



Trainee Anthony Pogood Dated Meeting ^-^^"^ 



Dale of Birth Advisory Committee Members 

County ^PP'^ 

gg[^Pl Employment Training Program 

%Tlme Per Week in Reg. Cla88_0 



Parti 

(Present levels of Student or Trainee Perfonnanee) 

Placement 

Summary of Present Levels Instrument) Recommendalion(8) 

Mastered Prevocational The Vocationat Remain full-time In the 

skill objectives Behavior Chwkh'st Employment Training 

1, 2, 3, 4, 5, 6, 7, 8.9, 10, 11. . Program 

12, 13, 14, 15, 16. 18. 19. 20, 
21,22, S3, 25, 28,30,31,34, 
40, 45. 49, and 50. 
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Part 2 
(Annual Goals) 



Statement of Annual Goals 



Dates 



PostTest, Instramentts) 
<Summative Evaluative) 



The overall two-year 
goals are that Anthony will 
complete the Employment 
Training Program and 
achieve fulMlme com- 
petitive employment. 

The goal for the coming 
year (9-80 to 9-81) is that he 
will complete and master 
all remaining prevocationaJ 
skill objectives except 32, 
41,42, 54. 55, 180, 181,182, 
183, and 185 (Items not ap* 
pllc^le). 

It Is now projected that dur- 
Ing the following year (9-81 
to 9*82) he will master the 
necessary' skill objectives 
from Job Seeking Skills, In- 
tervlew Skills, Job Related 
SKills. Work Performance 
SKills, On-the^ob Socia/ 
Skills, Unlon'Flnanclah 
Security Skills, and Air 
Conditioning Repair. 



Start 9- 18-80 

End 9 82 
Review 9-81 



The Vocational 
BeAaWor CheokUst 
and performance in com- 
petitive employment. 
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PART 3 
(Short Term Obl^ctWes) 



Short Term Objectives 



Anthony should master 
approximately 15 Prevoca- 
tlonal skill objectives par 
month to meet his annual 
goal. 

September — No. 17, 24, 
26, 27, 29, 35, 36, 37,38, 43, 
47, 48, 51, and 52. 

October— No. 53, 56, 57, 
58, 59,60, 61,62, 63, 64, 65, 
66, 67, 68 and 69. 

November — etc. 

December — etc. 



Materials, Equipment 
and/or Resources 



All materials and equip- 
ment required are specified 
in The Vocational Behavior 
Checklist. 

The prsvocatlonal 
instructor will use tactile 
prompting, auditory 
prompting, and visual 
prompting as necessary 
to facilitate mastery of 
the nssdsd skills. 



OnGoing ln$trument(s) 
(Formative Evaluition) 



The Vocational 
Behavior Checklist 



Slgnaturefs) of Pannt or Quardlan Date 



Signature of TralneeOf appropriate) 



Signature(s} of IBP Implementorfs) 
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Thus, The Vocational Behavior Clieckiist may be used as a planning tool, a training tool, and an 
evaluation tool. As such, it facilitates construction and implementation of the lEP for vocational 
trainees. 

Individualized Wntten RehabilHation Program (IWRP) 

The "Rehabilitation Act of 1973" (Public Law 93-112) requires an Individualized Written 
Rehabilitation Program (IWRP) for each handicapped individual eligible for vocational rehabilita- 
tion services. The act indicates that primary emphasis is to be placed upon, "the determination 
and achievement of a vocational goal for such individual." It further states: 

(b) Each individualized written rehabilitation program shall be reviewed on an annual basis 
at whic 1 time each such individual (or, in appropriate cases, his parents or guardians) will be 
afforde J an opportunity to review such program and jointly redevelop its terms. Such pro- 
gram shall include^ but not be limited to (1) a statement of long-range rehabilitation goals for 
the individual and intermediate rehabilitation objectives related to the attainment of such 
goals, (2) a statement of the specific vocational rehabilitation services to be provided, (3) the 
projected date for the Initiation and the anticipated duration of each such serWce, (4) objec- 
tive criteria and an evaluation procedure and schedule fcr determining whether such objec- 
tives and goals are being achieved, and, (5) where appropriate, a detailed explanation of the 
availability of a client assistance project established in such area pursuant to Section 112. 

The IWRP may take any written form, but must Include: 

1. Long-range rehabilitation goals including intermediate objectives. 

2. The type of services and trdning that will be provided. 

3. Starting and ending dales for each service. 

A. Obfectlva criteria for determining If objectives and goals are being met. 

5. Possible availability of a relevant client assistance project. 

Suppose that Anthony is a rehabilitation client, and an IWRP must be written for him (see follow- 
ing page). The format Is similar to an lEP. II Includes overall goals and methods ol objective 
evaluation. It also Includes intermediate obieclivt.s and methods of objective evaluation. If the 
client is to receive vocational training at a lacility or in an independent employment training pro- 
gram, The Vocational Betiavlor Ctiecklist can facilitate planning, implementation, and objective 
evaluation of progress. 

Employment Devdopment Plan (EDP) 

The Comprehensive Employment and Training Act fCETA) recommends that CETA trainees 
have an Employment Development Plan (EDP). Although not required by law. 'ihe EDP is similar in 
purpose to the lEP and IWRP. That is, it should project long and stwrt term objectives with pro- 
ba'. le dates, specify the nature of training, and state objective criteria (or assessment of progress 
and evaluation. The Vocational Behavior Checklist can seive to make the EDP a functional part of 
the trainee's program. 
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INDIVIDUALIZED WRITTEN REHABILITATION PROGRAM (IWRP) 

Client Anthony Dogooct Counselor JacnesJarvis 

55Ho. afl247-iia oate a-ia^ 



Statmient ot LotiQ ?M9» 
Goal* 



Parti 

(tons Range Rshabilitation Goals) 
Data* 



Crttvria for Goal 



The overall goals are that 
Anthony will complete 
counseling and training for 
employment and achieve 
full*tifne competitive 
e'nployment. Preliminary 
evaluation by The Voca- 
tional Behavior Checldist 
indicates that he should be 
able to complete the 
Employmenl Training Pro- 
gram in two years. At that 
time he should be qualified 
to obtain employment In air 
conditioning repair or a 
related field. Preliminary 
evaluation indicates good 
mechanical skills and irv 
terest In this field. 



Start 9^ 

End M2 

Review — Four 
tinnes per year 



Performance on The Voca- 
tionaf Behavioi Checldist 
and performance In com* 
petitlve employment 



VBC 228 



Part2 

(Intermediate Retnbilitatton Ob|ecUves) 

Obiectiva 

Intermediato Objectives Dates EwaluaQon 



Anthony will receive 
counseling as needed; he 
is not in need of physical or 
mental restoration (VR 
Status 16). His first in- 
termediate objective is to 
enter vocat.onal training 
(VR Status 18}. He wtll enter 
the Employment Training 
Program on South Market 
Street. We project that he 
wili finish Prevocational 
Training during the first 
year, complete the re- 
mainder of training the 
following year, and be 
ready for trial employment 
(VR Status 22) by 9-82. Suc- 
cessful closure (VR Status 
26) Is anticipated in the fall 
of 1982. 



9-80 



9-61 
962 



fhe Vocational Behavior 
Checklist by staff of the 
Employment Training Pro- 
gram on an 0Ti-gc<ng basis 
with reports to the VR 
counselor four times per 
year (October, January, 
April, Ju(y|. 

Performance In com* 
petilive employment. 
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RELIABILITY AND VALIDITY 



How reliably may the behaviors described in The Vocational Behavior Checklist be assessed? 
How validly do these behaviors relate to the behaviors necessary for getting and keeping a job? 
These are the questions of concern in this chapter. 

In a review of behavior che<^lists, W^ls, Werner, Bacon, and Zane (1977) suggest several 
reliability and v^ldity concerns of relevance to behavior checklists. In this chapter, Tha Vocational 
Behavior Checklist is considered in terms of two kinds of reliability {Reliability as Stability and 
Reliability as Inteiobserver Agreement) and two Mnds of validity (Content Validity and Criterion 
Related Validity). 

Reliability As StabUity 

If a chocMlst skill objective Is st^te, an observer will score the same performance In the same 
way that he or she did two weeks ago. That is, there should be high agr-^ement between the way 
two identical performances are scored even though some amount of time separates these two 
observations by the same observer. 

Some auth have suggested that videotapes be made of client or student performance. These 
tapes can thet 4 riewed and behaviors scored by the same observers at different points In time 
to determine he. stable the measures are. This was the procedure used fbr the present assess- 
ment of stability. 

Vocational trainees (vocational rehabtlttatton clients) were filmed on video tape at a vocational 
training center. They were filmed either in the normal work {on-lhe*job training) setting or In 
testing situations. For Prevocational Skills. Job Seeking Skills, Inter^ew Skills, Job Related 
Skills, and Union- Financial-Security Skills, att skill objectives that could be tested In that training 
center were listed. From each chapter, five skill objectives were selected randomly for assess- 
ment of stability and interobserver reliability. Five clients were then tested individu!)lly on aacti of 
the five skill objective^ from each chapter. These skill objectives randomly selected and tested 
are identified in Table 1. 

Similarly, five items each were randomly selected from Work Performance Skills and On-the-Job 
Social Skills. While viewing videotapes of five clients in the no.mal work (on-the-job training) set- 
ting, assessment of the occurrence or non*occurrence of the five Items fbr these two chapters 
were made. 

Thus, in each category of skill objectives five skill objectives were selected and assessed lor 
five different clients. Accordingly, there were 25 scores (5 skill objectives x 5 clients) recorded in 
each category at Time 1. Two weeks later (Time 2) these same skill objectives were again assessed 
from the same video-tapes by the same observers. 

Skills we-" »)nsidered stable if the observers scored them the same at Time 2 as Ihey had at 
Time 1. Pot jxample, as shown in Table 1, Observer 1 scored all 25 client Prevocational perfor- 
mances the same at Time 2 as at Time 1. This yields agreement between Time 1 and Time 2 
(Stability 1 .0). Observer2 scored 24 of 25 client Prevocational performances the earns at Time 2 ae 
at Time 1, yielding 96% agreement (Stability .9Q. 

As reported In Table 1, stability across all seven categories ranged from 92% to 100% using two 
observers. Tt» overall mean stability of TAe Vocation^ OeAavfor Checklist was 97%. 

Retlablllty as Interobserver Agreement 

If a checklist skill objective is well defined :'n terms of conditions and behavior and has clear 
criteria or standards of performance, two or more independent cbserveis shoutd score the same 
pe.'fOrmance the same way. 
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TABLE 1 

DaM^illllw 

Intwoft — iwrfTwo imtepcnttont obMivera) 



Ob»(Mi 1 MdS 



Prevocirtloiwrt* Skills 1, 22, 27, 45, and 67 for five pareons: , 

Job^klnsSkilfs 1.3.S,7.and lOforllwpAfsofM: . ,o 

2S A t 0 0 

lnt0fvl0w8kllls2,3,S.8.flnd18forfiMpM8onB: ^^jj^*^^ . m 

Job Related Skills 14. is, 16, 19, and 2t for >lv* peisons: < % 

74 A * I D 

Work Performanes Skills 4, 19, 3% 32. and 42 for Rvs persons: , 

On the^obSocUll Skills 1,2, 13, IS, and IS tor five persons: — , iq 

25 A I OD 

Unlon-Flnanelal<SeeurHy8kfllaS,7,8,l3,and14rortlvepereons: - .92 



StabMty<2waeklntefvaO O"*^' ObMv^2 

Pravocatlonal Skills 1,22, 27, 4S. and 67 for Hveperaons: —J2± — . ,j) — . h 

2SA>0D 24A« IQ 

Job^eeklns Skills 1.3, S, 7, and 10 for Hve persons: -Z7~ — " -96 — ^ j6 

24AtlD 24A*ID 

tntsfvlew Skills 2. 3, S. 8, and 18 for five persons: ^^^'f^^ - i.O j^j^^'^p * 

Job Related Skills 14, IS, 16. 19, and 21 for Ave pereons: ^.'fC- ' t.0 ^ ■ .« 

75A I DO 23A I ?0 

work PerTormanee Skills 4, 19. 30, 32, and 42 for Ave persons: ' 74At^D ' " 

On-theOobSoeW Skills 1. a 13. IS, and 16 for five persons: nA'Oo ' "* jsa^d " 

Unlon-Flnanelal-Seourfty Skills 5, 7, 8, 13. and 14 tor five persons: ^^a^o itA^^o ' ^ 



= agreements 
^ K disa gr eements 
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An index of interobserver reliability was computed by comparing the scores of Observer 1 and 
Observer 2 at Time 1. For example, in Table 1 interobserver reliability lor Prevocational Skills was 
96% (.96). This indicates that Observer 1 and Observer 2 agreed in the recording of 24 of ttie 25 
client Prevocational performances. 

As reported in Table 1, interobserver reFiability across all seven categories ranged from 84% to 
100%. The overall interobserver reliability of The vocational Behavior ChecMist was 95%. 

Content Validity 

The skill objectives of a behavior checklist are samples of situations. How well those skill ob- 
leclives sample the particular situation (vocational skills in this case) is termed content validity. 
Content validity does not yield a numerical value, but rather gives a clear definition of the universe 
represented and describes the procedures followed in the sampling from that universe, in other 
words, how well does The Vocational Behavior Checklist represent the universe of vocational 
skills? 

As the American Psychological Association notes In their Standards for Educational and 

Psychological Tests (1974) content validity requires an operational rather than theoretical defini- 
tion of universe and sample. As stated in Chapter 1, construction of The Vocational Behavior 
Checklist began with more than 200 behavior checklists collected from rehabilitation facilities 
and schools throughout Ihe United Stales and some other countries. Of these checklists (Walls, 
Werner, Bacon, & Zane. 1977), 39 checklists contained vocational or occupational items (Walls & 
Werner, 1977). Of these 39 checklists, 21 were found to be constructed well enough to suggest ob- 
jective ways to assess vocational behaviors. Thus, the universe was based on the experience of 
many training facilities and vocational training personnel spread over a wide geographic area. 
Rather than sampling from this broad array of betiaviors the entire universe was used to suggest 
skill objectives tor Prevocational, Job Seeking, Interview, Job Related. Work Performance, On-the- 
Job Social, and Union Financial-Security skills. Although many novel skill objectives were added 
to fill apparent gaps, and all skill objectives were written In the comprehensive objective format 
(condition, behavior, standard), the content ot The Vocational Behavior Checklist captures the col- 
lective experience and judgment of an impressive array of vocational training personnel. It is 
much more comprehensive than Ihe wisdom and experience of a single facility, a single staff, or a 
single vocational training group. Thus, the content validity of The vocational Behavior Checklist 
must be considered high. 

Criterion Related Validity 

Concurrent or predictive criterion related validity indicates how well a measure correlates with 
some reliable criterion. In the present case, what do employers indicate the critical vocational 
skills are for job success and retention? The research in employer indication of critical job skills 
was surveyed after the skill objectives for The Vocational Behavior Checklist had been completed. 
Thus, a high agreement between what employers consid^ necessary and skill objectives of The 
Vocational Behavior Checklist would indicate high criterion related validity. 

Buehler (1969) interviewed employers in 13 occupations representing eight ol the nine occupa- 
tional groupings listed by the U.S.E.S. Dictionary of Occupational Titles. The 20 most essontial 
work skills or characteristics listed by these employers were compared to the present skill objec- 
tives. Nineteen ol these 20 were covered by skill objectives in The Vocation^ Behavior Checklist, 
yielding I9f20 » 95% agreement between the two. 

Darcy and Powell (1973) stated that reports published by business lirms and by the U.S. Depart- 
ment ol Labor indicated eight employee characteristics that employers considered desirable. 
Each of those eight was covered by skill objectives In The Vocational Behavior Checklist, yielding 
8/8 Si 100% agreement. 

Rodhouse (1977) contacted 11 major employers in the southern Illinois area. Of the SO job 

related behaviors considered important by or>e or more employers, 48 were included in The Voca- 
tional Behavior Checklist, yielding 48/50 - 96% agreement. 

VBC 233 



194 



Solof f , Goldston, and Pollack (1972) wrote, "After canvassing studies in which vvork ratings have 
been correlated with measures of subsequent work functioning, we selected 12 areas of work pro- 
gram behavior demonstrated to be crucial for lat^r work functioning. The belter a client is able to 
perform in each of these areas, the more likely he is to get and hold a job in competitive employ- 
ment" (p. 3). The Vocationaf Behavior Che^list contains skill objectives corresponding with all 1 2 
areas, yielding 12/12 ts 100% agreement. 

Accordingly, the criterion related validity with these sources was .95, 1.0, .96, and 1.0. This 

yields an overall average criterion related vatidity of .97. Thus, the user may have confidence that 
The Vocationaf Behaviw Checklist includes the important and relevant vocational skills. 
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Behavioral Characf eristics Progression. (Ho Authw Listed). VORT Corporation, P.O. Box 1 1 132, 
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W.A. Howe Development Center Behavioral Checldist. {No Authw Listed). RJ. Van Dyke, W.A. 
Howe Developmental Center. 7600 W. 183rd Street, TInley Park. II. 60477. 
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Development Center. Department of Rehabilitation and Manpower Services, University of 
Wisconsin-Stout, Menomonie, Wl, 54751. 

Mid-Nebraska Competitive Employment Screening Test and Teaching Manual. (Schalock). Robert 
L. Schalock, Mid-Nebraska Mental Fletardation SerWces, 518 East Side Blvd., Hastings. 
NE, 68901. 

Minnesota Developmental Programming System. (Bock, Hawkins, Jeyachandran, Tapper, 
Weatherman). Warren H. Bock. Outreach Training Program, 301 Health Service Bldg., St. Paul, 
MN, 55106. 

Nebraska Client Progress System. Special Education Section, Department of Education, Lincoln, 
NE. 68506. . 

NYtf Vocational Status Indicators (Expeiimentat Draft). Maigaret Brown, Rehabilitation 
Indicators Project, N.Y.U. Medical Center, Institute of Rehabilitation Medicine, 400 East 
34th St/eet. New York, NY, 10016. 
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Regional Center, 73 Rockwell Avenue, Bloomfield, CT, 06002. 

Boadmap to Ellaetlva Taeeh^. {No AuOmr UatatO. Monteney County CMfice of Eduction, Spedd 
Education Department, P.a Box 851, Sellnas, CA. 93901. ^ 

Track Pmllta. (No Author LlataOi. State of Oregon, Mental Health Division. Salem, OR, 973ia 
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APPENDICES 



SKILL SUMMARY CHART 



■ SklHOb)*cttv*NotCon«ldmdAppllMMf 
a SMIlObfMttwMMlwid 

PRE'VOCATIONAL SKILLS 



Tnlntf: 
Tratntif^ 



Summary 



SMUOblMUM 



+ Of - 



Dit* 
Bvgun 



Dtta 
Complttvd 



□ 
□ 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 



1 Full^mtJob O 

2 P»rt-Tlm» Job □ 

3 Job IdMiWlcitlon I □ 

4 Job Idwitmcillon H q 

6 Rmoni □ 

7 ColorDtelirtnmo nl □ 

8 CororDlKrImliMtlo nll Q 

9 Twtuw Dlicrimlin tlwi 

10 T«ctu« DticrimliHllon IQ 



II PlnwGriw 



1 2 NutunHeotU 

1 3 WutowdBoltaiSm 
H Color Sorttne 

15 SzcSortirM 



1 6 Shww Sorting 

1 7 Bait Sorting 




□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
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SKILL SUMMARY CHART 



• SklUOblMt^NolCoinMMtdAppllcMil* Trainm: 

IB Sltn01i|»ctiMMMMr«d Tralntf(s): 

PRE-VOCATtONAL SNLLS 

InMW AtMMiMM Titining 

OaU Osto 

SwnmMy SkUl <M)MtU* + o» - OaUi Btgun Complctftd 



□ 22 Lockfolcling □ 
Q 23 String □ 

□ 24 LOMFoM □ 

□ 25 Short FOW □ 

□ 26 Third FoW Q 

Q 27 LBttar Q 

D 28 EiwtoPt Q 

□ 29 Stamp Q 

D 30 ftow Q * 

Q 31 Slaprtr Q 

Q 32 Rubber BaiKit Q 

Q 33 Straight Un» g 

□ 3 4 CurwdLlrie g 

□ 35 Tools I □ 

□ 36 Tools II □ 

Q 37 Tool Mscrimirwtion I Q 

□ 36 Tool OlscrlmliHtlon II g 
Q 3 9 Wood Rasp □ 

□ 4 0 Coping Saw □ 

D 41 Miter Box □ 

42 Hack Saw Q 
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SKILL SUMMARY CHART 



■ Skill ObiMtivs Not ConsidwwIAppllcaM* TralnM: 
BB Skill ObiwtiMMastamI Tratmid): 



PRE-VOCATIOHAL SKILLS 

tirilM A iM Mii mH Training 

Data Oat* 

Summary Skill Objccliv* + of - Oat* Bagun Complatad 



□ 43 WtodPl"* □ 

□ 44 Ctaw Hammtr 1 □ 

□ 46 Via □ 

□ 47 maastLl □ 

□ 48 Wranch H □ 

a 49 Ratchet! □ 

□ 50 Ratchet II □ 

□ 81 Brtct and Bit □ 

□ 52 Scrtwdrivef □ 

□ 53 Utility Knife Q 
O 54 Wiers □ 

□ 55 Tin Snips □ 

□ 56 Paint Can Q 

□ 57 Stap>*Guo □ 

□ 58 faint Bnwh □ 

Q 59 Rule □ 

Q 60 SaodPaPCf □ 

Q 61 Level □ 

D 62 Square □ 

a 63 Hand Saw Q 
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SKtU SUMMARY CHART 



■ Skill ONmUm Not ContWtmlAppHciM* 
n Skill ObiMHmMMttrMi 

PRE-VOCATIONAL SKILLS 



Tnlim: 
Trilnti<t): 



Training 



- or - 



Ottt 



Oait 
6*giifl 



Data 
CompMad 



□ 

a 
□ 
□ 
□ 

Q 

u 
□ 
□ 
□ 
□ 
□ 
□ 
a 
□ 
□ 
□ 
□ 
□ 
o 
□ 



64 Hack Saw Blada 

65 CoBlnaSawBtada 

66 at 

67 Sockat 

68 Staplat 

69 ToolCmnlriB 

70 ToolStor«9« 



□ 
□ 
□ 
□ 
□ 
□ 
□ 



7 1 Sandpaptr DlKrlmin atlon q 

73 SandpiDw fflwrimln atlonn 

74 Sandflawr OhcrlmTn allonn 

75 ^rnt OlKrimlruHoi i I q 

76 ^Int Oltcrimlrutlon It g 

77 Oftitcl Assambly t Q 
7 S ObJactAaamWyll 

7 9 Job Product I 

80 Job Product II 



81 HyiwholdObjecH 

6 2 Wiping Cloth 

8 3 BadShaati 

84 Mattrast 



□ 
□ 

a 
a 
a 
a 
□ 
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SKILL SUNMAIIVCHAHT 



■ SMttObtMttwNolCoiwktontf AppHMW* Trains: 



PRE-VOCATIONAU SKILLS 

Uma/t wiHl Tninins 

D*to D«» 

SuHMwy SURObfNHn ■» or - IMi a«9M CempW<4 



□ as UnmMaRetS □ 

□ SfijBmun □ 

□ 88 Floor Wax □ 

□ □ 

□ 91_bl!]t]dt □ 

□ 92 RtfrlQwator □ 

□ 93JMndOM □ 

□ 9» Drapes □ 

□ 95 GroCTty List Q 

□ 9 6 OrocwySlow □ 

□ 9 7 OfocttvBIU □ 

□ 98 Food Storage □ 

□ 9 9 , R«frt^terHeiiii □ 

□ l OOCaMimitomil □ 

□ 1 0^ C«blnt Items II D 
D l Ojt /tofon □ 

□ l OSHotWrttr □ 

□ 1 04 Cold Watw □ 

□ IPS Stow □ 
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SKILL SUMMARY CHART 



■ SkillObiectiwNotConsidsredAppllcable Trainee: 

ffi Skill Objective MMteivd Trainees): 

PRE'VOCATIONAL SKILLS 

InHWAtMUiMnt Tnliring 

Date Date 

Summary Skill ObtccUvs + or - Date Bsgun Complelsd 



□ lOS MatchM □ 

□ 107 Teatettte □ 

□ los^aisffiso □ 

□ 109 Gla»Jan □ 

□ no Can Opener Q. 

O 111 Bottle OPwwr q 

□ 112 Food Wrap □ 

□ "3E2B □ 

□ 114 M»asuring Cup □ 

□ US Maasufina Spoons □ 

□ 116 aaiiiflifiia □ 

□ 117MI!IS£ □ 

□ 118 Rubber Scrapar □ 

□ 1 19 Ovan t □ 

□ 120QnQN □ 

□ 121 Butcher Knifa □ 

□ 122 Frying Pan □ 

□ 123 Paring Knife I Q 

□ 124 Paring Knife II □ 

□ 125 SaiHhvlch q 

□ 126 MUk Q 
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SKILL SUMMARY CHART 



■ SkUIObitcttwNotContMtmlAppllcabIt Tnintt: 
9 Skill ObJtetiwMMtorad Trainti(s): 



PRe-VOCATIOMAL SKILLS 

InliW AMMMwrnm Tniniiig 

Dal* Data 

Summtiy SkW ObiMtiv* + or <- 0«M 6t9Un Cemplttad 



□ 12 7 Garbjoe Baa D 

□ 12 9 HoHWi □ 

□ 13 0 Dish Removal □ 

□ 13 1 Dirty DiihM I □ 

□ 1 33 Oiihwatgf □ 

□ 13 4 Dishwashina Q 

□ 1 35 Slcrlinq □ 

□ 1 36 Kitctien Counter □ 

□ 13 7 Dishwasher Q 

□ 1 38 a»h Rag □ 

□ 1 39 Dtih Storaga □ 

□ 14 0 Sewing Needle □ 

□ 1 41 Shtrt and BuHotw q 

□ U2 0reMHem □ 
O 1 43 Socta □ 

□ ■ 1 44 SdMora □ 

□ 1 48 SwwIiiiiMadilnt □ 

□ 1 46 Clothes Sorting □ 

□ 1 47Wtehiiw Machine □ 
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SKia SUMMARY CHART 

■ SfcUlObltcUwNotContldtrtdApptlciMf. Trainet: 

S SfcWOblaeUraMMtorwl Tiain«i($): 

PREVOCATIONAL SKIU^ 

InHW AMWMNnt Tnining 

Oste Dait 

SufflRury $UU Ob^tcUv* -l^ or - OaW Bagun ComplMtd 



□ I48Qri£fiLJ □ 

□ wgaaui □ 

□ 180 ClothtlllM □ 

□ 191 OWhes Rtmoval □ 

□ 182 Ctolhw FoldiBg □ 

□ 153 Shirt Hanain □ 

□ 184 Clothw Drettf q 

□ 188 tronlna Board q 

□ 186 Btctric Iran □ 

□ 187 Ironing Board Storaat □ 

□ 188 Child Bathina □ 

□ 189 Ornwra I □ 

□ 160 Dlapert II □ 

□ 161 Child Drwsing □ 
O 1^ H>lr Comb O 

□ 163 Child Ftedlng □ 

□ l64P!aa!SlLl □ 

□ 168 HaVDWi II □ 

O 166 Plavaround □ 

□ 167 Injury □ 
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SKILL SUMMARY CHART 



■ Skill Obi«etlvft Not Contld«ndAppUc«bl* 
ffi SMIIOblMttwMMtMid 



Trainee: 
Titfn«f(a): 



PRE-VOCATIONAL SMLLS 
InMriAteMMMnt 



TraMng 



SMII Ofejecllve 



+ w - 



Oit* 



IMt 
Begun 



IMt 



□ 


169P|fitlUftfitByBU 


□ 


□ 


170 Picture Groups II 


□ 


□ 


171 Numb«iWrlttMl 


□ 


□ 


172 Numbm Written M 


□ 


□ 


173 Flash Cards - Numbers 


□ 


□ 


174 Addition 1 


□ 


□ 


ITS Addition II 


□ 


□ 


A A^^fr A A MM MM 

176 Addition III 


□ 


□ 


177 Subtraction 1 


□ 


□ 


178 SiAtraction M 


□ 


□ 


179 SublracHen III 


□ 


□ 


180 Multiplication 1 


□ 


□ 


181 MultlplKation il 


□ 


□ 


182 Division 1 


□ 


□ 


183 Division 11 


□ 


□ 


184 MOMV 


□ 


□ 


185 Change 


□ 


□ 


186Alphab«t - 


□ 


□ 


187 Flash Cards •AlphaM 


□ 


□ 


186 AlphabMWrittml 


□ 


□ 


189 Alphabet Written II 


□ 
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SKIU SUMMARY CHART 



■ Skill ObjMtlve Not Conslderad Applicable TralnM: 

« SkmObMlwMMtMvd Traimrts): 

PRE-VOCATIONAL SKILLS 

tndtol AsMMffltnl TfaMng 

Date Dale 

Summary Skill Obl«cilv« + or - OM Bcflun Complftl«d 



□ 191 SiflBiJ □ 

□ 192a9DLlL_: □ 

□ 193 AlPh«brtbliw □ 

□ 194 gpck □ 

D □ 

n □ 

□ □ 

□ □ 

□ □ 

□ □ 

□ □ 

a □ 

□ □ 

□ □ 

□ □ 

a □ 

□ □ 

a □ 

□ a 

a □ 
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SKILL SUMMARY CHART 



■ Skill ObjMlivaNolContldmdAppHeaM* 
IB SklUObiKtlwiMwItml 



TmIom: 
Traljieifs): 



SumMiy 



JOB SEEKING SKILLS 
+ or- 



Trakikig 



Dim 
Btgun 



Dalt 

Conpliud 



□ 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
Q 
□ 
□ 
□ 
□ 
D 
□ 



1 SoUBtt. 




4 GHaiii. 



5 Advertisement 



6 Newspaper 



7 VtaQL^ 



S Job Compafison 
9 Job StcUlt 



10 Currant Skills 



11 Needed Skills 



12 Training 



13 Skni Description 

14 Skill Requlrenwnts 

15 Preference 

16 Resume 

17 CommiinlcatteB 

18 Job Qualilications 

19 Location 



20 APPlicatkwtt 



□ 
□ 
□ 
□ 
O 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
D 
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SKILL SUMMARY CHART 

■ SkmOfc»|Kttv»NolCoiitMtr««App»cabto TiiNimk 

B SMUObiMlhwMMltnd Tralmt(«): 

INTERVIEU SiULLS 

Oat* pale 

Sumirary Skill Ofa|wl[M + w - OaM Btgun Compiatad 



□ 


1 evahntion Araas 


□ 


□ 


2 Intarflewar tntarasts 


□ 


□ 




□ 


□ 


4 RatarancBS 


□ 


□ 


9 InlarilwM Raautt 


□ 


□ 


6 Routa 


□ 


□ 


7 Apptmnce 


□ 


□ 


A IntrAdiicllfln 


□ 


□ 


9 EyaContKt 


□ 


□ 


10 RaquMdSMIIs 


□ 


□ 


11 Hindleipl 


□ 


□ 


12 Handicap II 


□ 


□ 


13 QnAimant Skills 


□ 


□ 


14 Workexparience 


□ 


□ 




□ 


□ 


16 Ctlant Intartito 


□ 


□ 


17 Advaneanwnt 


□ 


□ 


18 End of Intarvlaw 


□ 


□ 


19 Employar Contact 


□ 


□ 


20 Intwvfew 


□ 


□ 


21 Follow Up 


□ 
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SKia SUMMARY CHART 



■ Stclll Obitcttw Nol ConsWtml ApplttMbto TisinM: 

e SMIIOblwt^ftMMtw«d Traimf<c): 

JOB RELATED SKILLS 

lnHMA«MHiMM Training 

Dal* Date 

Summary SUU Obf^eUw* + or - OM 8««ufl ComprtM 



O X J<rtiSpw:i!to □ 

□ 2 Traniportation □ 

□ 3 InttnwUoni q 

□ 4 BOJ □ 

□ ' S »^ □ 

□ « Tas& □ 

□ 7 Creoming q 

□ 8 filstbtf □ 

□ 9 Homt □ 

□ 10 Locatfom q 

□ 12 swn □ 

□ 13 enwtor □ 

□ 14 WorkSigna □ 

□ 15 WftTh' rilttlHtff □ 

□ 16 WWKLocilloiwri □ 
Q 17 Lunch BwHt q 

□ la sataan □ 

□ 19 Brtalff □ 

□ 20 Wort< Slqmit □ 

□ 21 First AkI □ 
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SKILL SUMMARY CHART 



■ Skill Objactim Not ConsidsnKiAM>lteaWt Tnbiee: 

» SMBObjfcttvtMwtorKi Ttalneifs): 

WORK PERFORHANCE SKILLS 

hniM AtMHRMfit Training 

Date Date 

Summary SMIl ObJocUv* -t- or - Oat* eigun Completed 



□ 1 Qn Tim e □ 

□ 2 Tools □ 

□ 3 Undamaged Miterials q 

□ 4 Amount of MalefialS □ 

□ 5 St.UP □ 

□ 6 StirtlngTlBn □ 

n 7 Ow-Tesk □ 

□ 8 Ana Clean □ 

Q 10 Tools awn Q 

n u Clein.Up □ 

□ X2 Tool Storane □ 

□ 13 Product Storaflt □ 

□ 14 Confusion □ 

□ 15 Mistrte □ 

□ 16 Work ProWtms q 

□ 17 New Assignment □ 

□ 18 AiamUu □ 

□ 19 Duration □ 

□ 20 Task Responses q 

□ 21 Task Sequence Q 
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SKILL SUMMARY CHART 



■ Skill ObJediM Not ConsidendAppHcflUt 
m SHillObJvetivtMMtsrad 



Traimr(s): 
HORK PERFORMANCE SKILLS 



Summtiy 



liriUal AMMSMnt 



+ or- 



TraMng 



Oalt 



Date 



Dale 
Completed 



a 
a 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

o 
c 
□ 
□ 
□ 
□ 
□ 

D 
□ 



22 Task Order 



23 Another Worker 



2-! Task Charwe 
25 UntamBiarT^sfc 



26 Tool fierrowirw 

27 VtorkRala 



2S Dbruptlons 



29 .Dfiadlm, 



32 MnH« 



33 Diagram 



34 WItUn InstnicUow 

35 Procedure 



36 Suparviston 



37 Sdiadute Chinga 



Jil Work Rules 




41 Danger 



a 

□ 
□ 
□ 
□ 
□ 

a 



30 Additional Assignme nt q 

31 Oamonstratlon q 



42 Acddenti 



D 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
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SKia SMWARY CHART 



'■ Skin OblMttw Not ComWtndAppllMW* Tmntr. 
a SI(inOb|Mttv*Ma*l«i»tf TnltNiCi): 

WORK PERFORMANCE SKILLS 



TMInlnv 



Sutnowy 



SUU0I4WMM 



♦ or- 



0«9ua 



Dal* 
Compltltd 



□ 


43 


EvalinUon 


□ 


D 


44 


Ptrtormanc* 


□ 


□ 


4S 


S«if-€valuatlM 


□ 


□ 


46 


Pmmrttlrtn 


□ 


□ 


47 


improwmtnt 


□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 


• 




□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 


□ 






□ 
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SKILL SUNWIARY CHART 



m Skill Ob|*cltw Not ComktorvdAppli^to 
S SUNObiteliwMutmd 



TraiRM: 
T(alR«(«): 



ON-THE-JOB SOCIAL SKILLS 



Summary 



+ or - 



DM* 



Oat* 



Datt 
CompWttd 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
O 
□ 

□ 
□ 
□ 



1 

2 
3 

4 

5 

6 
7 

S 
9 



Depirtura 



Intorist 



ASSMMM 



Conversation 



Cemolitnts 



VrhallMtlam 



10 

U Physical Centict 

12 Habits 

13 Prolinlty 

Tfutft 



TInft 



14 
15 

16 Supaivtiof 

17 Reprimand 



18 SutWidsof Inttfactton 

19 NnrSupMvbor 



□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
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SKILL SUMMARY CHART 



■ sun Objtctlv* Not ConsWwvd AppOnW* ThIdm: Anthony oowod 
BB SMIIOblKtiwMMtfrMi TlilMf(s): T.z. 



UNION^INANCI AL-6ECURITV SKILLS 

MMI AMWVimM Titfning 

Octt Oali 

Summtiy SUII Okjvctlv* + w - Oat* B«9un CompltlMl 

o 1 jobTHte a 

□ g WllhhBldlnBFBm.1 □ 

O 3 Cemnnv Poltetf □ 

□ 4 ComtxnMlion Q 

□ S lintont □ 

□ 6 Union Fiinctlont □ 

□ 7__Slrike Q 

Q 8 tniUMrtc* □ 

Q 9 Inwiranco Infer imt iop q 

□ 1 0 Tinw Clock □ 

□ U Houft □ 

□ 1 2 EimkiBt □ 

□ 1 3 WSuimvlsor □ 

D IS BinfcaiiMi □ 

□ 1 6 BinkSllPtll □ 

□ 1 7 DtDoslts □ 

□ l e WltWrtwate □ 

D 1 9 Chtcks □ 

D 2 0 BwM* □ 
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TiM VocMMNMl Bthwior ClwdtHtl 
OPTIONAL DATA SHEET 



Client 'I Name 



Skill Ob]«ctiv« No. 
Condition: 



Oati 



OCCASIONS 
8 9 to 11 12 13 14 15 16 17 18 19 20 initials 



1 2 3 4 5 6 7 



Commenti 
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% of Skill Objectives Mastered 
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PREVOCATIONAL □□□□□□aODDG 
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JOB SEEKING oooooaocaDo 



ooooooooooo 
INTERVIEW □□□□□□□□□□□ 



JOB RELATED 
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□□□□□□□□□□a 



WORK PERFORMANCE 
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ooooooooooo 
ON-THE%IOB SOCIAL □□□□□□□□□□□ 



UNION.FINANCIAL. 

SECURITY □□□□□□□□□□□ 



